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In the time it takes to smoke a cigarette... let us show you 


THE WORLDS FASTEST ELECTRIC 


with the worlds finest features 


Made for typists by typewriter experts, today’s Smith-Corona Office Electric 1s the 
electric typewriter which carries on where others left off. Call your Smith-Corona 


representative fora short, dramatic demonstration of this marvelous business machine. 








Sleck, clean, modern design, All the operating controls are The special keyboard slope and Exclusive Half Spacing — the 
enting faultless per- grouped efticiently within t slightly slanted keys give un- easiest, simplest method of 

Five lovely decorator keyboard area. Result: No wast matched typing comfort. Each error control. It permits correc. 

Exclusive Signal Light motion, less chance for errors key cushioned to prevent “flat” tions without time-consuming 

on-off indication, Faster, easier, better typing. feeling and give livelier touch. (and very costly ) total re-typing. 


SMITH-CORONA ELECTRIC 


best business connection you ever made 








OCT 2 1967 


BUSINESS AD ‘INISTRATION 


“| BOOSTED MY SHORTHAN 
SPEED TO 120 WORDS A MINUTE 


— by listening to records!” 


Amazing New 
Method Guarantees 
To Increase Your 
Shorthand Speed 
-Boost Your Salary 
410 to $20 Per Week! 
Now Being Used 
and Recommended 
by 1,500 Leading 


Schools ! 15 Minutes Dictation Disc 

Look What These Experts 5 RPM Record tn Al Specdel 
Say About This 

Wonderful New System ! Here’s the quick, easy, modern way to develop shorthand speed and 


accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 





“The ey to shorthand spec s regular dictatio yrac- 

tice — A. records amt “the : sell rae L lan More Shorthand Speed Means More Money For You! 

with a rich supplement to such a program. The very Thousands have used this effective method and increased their writing 

precise and clear manner in which they are dictated efficiency, poise and confidence as much as 50%! Big pay raises come auto- 

makes easier the ¢ ya tg Somes —_ matically with higher shorthand speeds. Read what the experts say about 
speeds (280 —e = 5 aieaieel this practical, inexpensive way to improve your skill. Start right now to 

boost your earnings as you build your shorthand speed by putting this 
“In my estimation the dectation dis« system of develop- remarkable system to work for you. 
Ing speed is the best I have ever seen. ¢ 


Thomas Cole, Chairman, Committee on Professional Education 


; , 
wh. ¥. Seate Shorthand Gapestore Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 


“Your dictation records are made to order for the Dictation Dise just for you. Check below the ones you want. Send no 

te aching prot ssion They ease mv chores and make the < lie ne ee v . . , 

students’ work more enjoyable. By providing graded money — just the coupon. On arrival pay price indicated plus COD and 

dictation in l-minute spurts, the results have been handling charges. Or, enclose cash, check or money order now and we will 

phenomenal!” Poul Simone, Author of ‘A Stroke in Time ship your records postpaid. Either way — this method MUST do every- 
Instructor, Columbia University thing we say it will or you may return records in 10,days for full refund. 

“We are using your records and find them invaluable in Mail the coupon now! 


teaching shorthand. The records are clear and distinct 


and the students love to take dictation from them. It . e . 

Is i pl asure to recomme nd your records to any school 

teaching business subjects. They will greatly increase 1C. va) /O/? 1 “," . OC 

the efficiency of the department.” E. 0. Fenton, President A <= 


American Institute of Business, Des Moines, lowa 1957. Dictation Disc Co 
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1 DICTATION ORDER COMPLETE SETS AND SAVE UP TO 18%. [5, nem. $2.00 oo. ' 
1 DISC 45 R.P.M. $1.75 each —e ' 
3 ds—$72.00 . 
t COMPANY Set No. 41—45 rpm Set No. 44—45 rpm Set No. 47—45 rpm naetean P 
4 ds—$1.75 es. 4 records—$1.75 ea. 4 records—$1.75 ea. #2. 70 & 80 
i 170 Broadway, New York 38, N. Y. at Oe A A ea +13. 100 & 110 *Office Style Dictation “ 23. 80 & 90 | 
Dept. TS-10 +2. 60 & 70 #14, 110 & 120 2 #23. *(untimed, with Complete Set—$5.25 
r ° >3 70 & 80 215. 120 & 130 224 corrections. Complete Set—$5.75 | 
+4. 70 & 80 = 16. 120 & 130. 225. interruptions & 
§ Please send me the records indicated. On Complete Set—$5.75 Complete Set—$5.75 226. insertions) Set No. 52—78 rpm ] 
i arrival 1 will pay price indicated plus COD Sets 43 & 44—$10.75 Complete Set—$5.75 Se wt © ea. ' 
and handling charges. I must be delighted Set No. 42—45 rpm ' #4. 0 & 100 
or may return record(s) in 10 days for full 6 cecente-61.75 on Set No. 45—45 rpm Set Mo. 9=-45 1pm ay +F ate 
i refund +5. 80 & 90 : 4 records—$1.75 ea. 4 recordo—61.75 es. Complete Set—$5.25 4 
{ +6. 80 : 90 Brief Forms & Phrases _ Legal Dictation 
I enclose full payment now, please ship +7. 90 & 100 +17. 40 & 60 C) #31. 80 & 90 33%, L.P. $5.00 ea. ! 
records postpaid pty +18. 70 & 90 C) #32. 90 & 100 
' ‘ : +8. 90 & 100 Elementary Dictation 2733. 100 & 110 Set No. 54—33'/, LP i 
Complete Set—$5.75 [ #19. 40 & 50 } $34. 110 & 120. 2 records—$5.00 ea. 
{ Sets 41 & 42—$10.75 20, 50 & 60 Complete Set—$5.75 #1. 60, 70, 80, 90 i 
NAME —-* Complete Set—$5.75 } #2. 70, 80, 90. 100 
i Set No. 43—45 rpm Set No. 50-—45 rpm “| Complete Set—$8.75 i 
i 5 deine 38 en 4 records—$1.75 ea. 
#9. 100& 110 a Se ee ee Medical Dictation Set No. SS—33'/, LP i 
1 ADDRESS #9. 100 & 110 2 records—$1.75 ec. [ #35. 80 & 90 2 records—$5.00 ea. 
#10. 100 & 110 Regents Examinations #36. 90 & 100 #3. 90. 100, 110, 120 i 
i F1t, 100 & 110 #21. 80 (N.Y. State #37. 100 & 110 24. 100, 110, 120, 130 
212. 110 & 120 ) £22. 80 Regents tests) 238. 110 & 120 “\ Complete Set—$8.75 i 
i CITY ZONE STATE Complete Set—$5.75 Complete Set—$3.00 Complete Set—$5.75 Sets 54 & 55—$16.50 1 
— eo ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee ee eee ee ee ee ee ee ee ee 
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Photographed at Peck & Peck, Fifth Avenue « Clothes by Peck & Peck 


there's a new fashion in carbon paper too! 


It's Beautyrite® that’s setting the trend in carbon copies 


copies that are dark, crisp, yet won’t smudge under normal handling 


Remington Rand guarantees that Beautyrite Carbon Paper 


will give you almost as much satisfaction as a new hat 
So follow the style of the smartest secretaries with the carbon paper 
that gives intense copies, but still leaves your fingers clean 


your boss to go Beautyrite. Both of you will read the difference 


FOR SAMPLES, WRITE TO REMINGTON RAND, ROOM 2056, 315 FOURTH AVENUE, NEW YORK 10. 
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PERSONAL PHONE CALLS 


Is this privilege abused in. offices 


today ? 


For managements opinions 
on this subject. youll want to read 
“Views from the Front Office on Per- 


sonal Phone Calls.” 


COSTL ME-CONSCIOUS 


Sally Leis is one young secretary who 
is “costume-conscious” all year 


‘round. Her work involves all three 





aspects of the costume manufacturing 
business—sales. production. and dis- 


tribution. 


HOW TO HANDLE THE CHRIST- 
VAS CARD AND GIFT PROBLEM. 


“October is none too soon for the 
secretary to begin work on her boss’ 
Christmas list.” says Peggy Norton 
Rollason. Her suggestions for expe- 
diting this yearly task will help to 
alleviate those “yuletide jitters” that 


commonly afflict many secretaries. 


GOVERNOR'S GIRL FRIDAY 


Miss Sadie Perlin. secretary to CGover- 


nor Knight of California and subject 





of this month’s lead story. is seen 


here at a luncheon honoring her as 
Underwood’s Secretary of the Year. 
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® Departments 


ASK THE EXPERTS, 6 

NOTES AND QUOTES, 9 

SECRETARIAL BOOKSHELF, 12 

VIEWS FROM THE FRONT OFFICE, 13 

WORDS CAN BE TEASERS, 18 

HOW TO: HANDLE THE CHRISTMAS CARD AND GIFT PROBLEM. 19 
UNDERSTANDING YOURSELF BETTER: “BUT, MR. SMITH 
IT’S UP TO YOL, & 

OFFICE SHOPPING CENTER, 53 


® Features 

THE GOVERNOR’s GIRL FRIDAY, 15 
COSTUME-CONSCIOLUS, 20 

YOU AND YOUR ELECTRIC, 25 

ARE YOU BULLETIN-BORED? 2 

WHAT ARE YOU DOING ABOUT GOVERNMENT? 48 


® Fashions and Beauty 

TODAY'S SECRETAKY GOES SHOPPING 
GOOD LOOKS COVER, 37 

FASHIONS TO LIVE IN FROM 9 TO 
PHE FOUNDATION OF FASHION, 40 
BEAUTY BUYs. 62 


® Shorthand 


INTERIOR DECORATING TERMS IN GREGG SIMPLIFIED 
FLASH READING: WATCH YOUR CARBONS, 30 

THE SNAP DECISION, 31 

rHE COMPLETE TYPEWRITER, 42 

BIG MEETING, 149 

SUGGESTIONS, 51 

FILE AND FORGET. 61 


® Secretarial Skill Building 

SHORTHAND PENMANSHIP: JUNIOR AND SENIOR OGA TESTS. 44 
rYPEWRITING ARRANGEMENTS: JUNIOR AND SENIOR OAT TESTS 
rYPEWRITING SPEED: COMPETENT TYPIST TEST. 46 
TRANSCRIBING SPEED PRACTICE, 47 





ON OUR COVER: Rainy days pose no 
problem u hen your tu ardrobe holds 


this fashion-right, water-repellent corduroy 
raincoat. Designed by Peter Conte for the 
Milner Company. Sizes 7 to 18, about $25. 
Comes ina check ed pattern o} red, peacoc k. 
blue, and brown with black. Available at 
Bloomingdale's, New York; Gimbel’s, 
Milwaukee; Desmond's, Los Angeles. 





SUBSCRIPTIONS: Send subscription correspondence and change of ad 
dress to Subscription Manager, Topay’s secretary, 330 W. 42nd Street 
New York 36, N. Y. Subscribers should notify publication promptly of 
any change of address, giving old as well as new address, and including 
postal zone number, if any. If possible, enclose an address label from a 
recent issue of the magazine. Please allow one month for change to 
become effective. 


Postmaster: Please send form 3579 te Today's Secretary, 330 W. 42nd St., 
New York 36, N. Y. 
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Now...error free, Pom 
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fy L i nie ° 
“simplicity of operation 
THE NEW 
: MAGNETIC RECORDING 
Omnptometer 
Ommander 
\ pede 


FEATURES... 
The amazing re-usable 
ERASE-O-MATIC belt with 


the lifetime guarantee. 


Error Free—Magnetically erases unwanted words 
as you redictate. You hand your secretary perfect 
dictation every time. 

Cost Free — Erase-O-Matic belt can be re-used thou- 
sands of times. No recurring costs for expensive discs, 
belts or cylinders. 

Belt is Mailable—no special protection required. 
Simplicity of Operation — Al! the controls you need to 
dictate, listen, reverse, erase are in the palm of your 
hand ... with Unimatic remote control microphone. 
True Voice Reproduction — Without garble or needle 
scratch. Your secretary can transcribe twice as fast 
and right the first time. 


No other machine combines the COMMANDER'S 
many advanced feature 





. Find out for yourself how 


the New Comptometer COMMANDER enables you to 
breeze through your daily dictation and get a lot more 
done. Mail Coupon Today. 





























A Smptometer orporation ] Sassen 


Comptometer Corporation 
1708 N. Marshfield Ave., Chicago 22, Ill. 
in Canada: Canadian Comptometer, Ltd 
501 Yonge Street, Toronto 5, Ontario 
[] Arrange free office trial for me on: 
Send me literature on: 
Comptometer Commander 
[] Comptometer Customatic 
[_] Comptometer Comptograph *‘220M" 





New Comptometer Custom- Comptometer Comptograph Name a ee 5 
atic — Vorld’s fastest way to **220M"’— with new multipli- 4 

figure now faster than cation key — more features FUE nn nee cnsenneeneeeennnneennnnnmannsaan 2 
ever. Try it Free on your than any other 10-key listing Address caeeand cuasiaenee 
own work. Mai! coupon. machine. Try it Free. City Zone... State ........0- 
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The same old 


TIME WASTING FILING SYSTEM: 





Jobn sn: +n & CO. ./0hn gp. uy § C8. 

8. as mith a SM ith 

sans tt . Correspondence te ne Copies here "thal rad fe waco cont pert 
a a a ae 
a - = ; , 





To pull all John Smith & Co. papers, the 
file clerk must find the John Smith & Co. 
folders in five separate file drawers. 
Before filing, five basic sorts are needed. 


Oxford PENDAFLEX° Oxford Pendaflex Integrated Name 
a Filing puts all John Smith & Co. papers 





INTEGRATED in one place, in one drawer, in one or 

| , \ : - more Oxford Pendaflex hanging folders, 

| 7 i\ alc and properly segregated therein in sets 
| NAME FILE 


of manila “interior” folders, ready for 
instant selection. 


Only one basic sort is needed before 
filing. Finding becomes five times faster. 


INF costs less to install, costs less to 


| operate, and takes up less room in the 
files. 


For more information about INF, mail 
the coupon. 





FIRST NAME IN FILING 


aw, KH he aa aH bg 


ee ee ee ee eee ee eee eee ee ee eee ee 


Oxford Filing Supply Co., Inc. 
21 Clinton Road, Garden City, N.Y. 


Send details of Integrated Name Filing to: 
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Many secretaries are 
loyal to  EraserStik 
7099 and 7099B — 
the all-utility white- 
polished beauty that 
changed a_ nation’s 
erasing habits. 











Others are crazy about our gorgeous 
new Redhead 7066 and 7066B — with the 
soft red typewriter eraser and red brush. 


Whatever your preference, EraserStik 
helps you turn out cleaner, neater work 
without strikeovers and ghosts showing. 
Because EraserStik is the new, the mod- 
ern, the better way to erase. 


Why work under a handicap? Start 
using EraserStik and the promotions will 
come faster. Your Dealer carries both 
styles. Call him today. 


A.W. FABER-CASTELL 


PENCIL CO., INC. © NEWARK 3, N. J. 





Ask the Experts... 





Q. Please tell me when the phrase up to 
date should be hyphenated. 


A. The rule that you should follow is to 
hyphenate the expression when it is used 
as a one-thought modifier before a noun 
When the construction of the sentence is 
changed so that the modifier follows the 
noun, no hyphen is needed. In such cases 
the compound adjective becomes either a 
predicate adjective or is used as a preposi- 
tional phrase. For example: 
A book that is up to date is needed. 

BUT: An up-to-date book is needed, 





Q. I am interested in doing typing at home 
to earn money during my spare time. Hou 
can I make people aware that I am offering 
this service? 


A. You could place an advertisement ‘n 
your local newspaper, advising people of 
your services. In addition, you might 
contact the personnel offices of firms in 
your locality and tell them that you would 
be interested in handling any overflow 
typing work that they have. If you are 
near a college or university, you might 
place a notice on the school bulletin 
board. 


Q. When making out a cross-reference 
card for a file, what information should be 
included ? 


A. Some letters may be called for under 
more than one name or subject. Since one 
letter can be filed in one place only, it 
must be filed under the most important 
name or place. A cross reference or a 
cross index should be made either on a 
card, sheet, or manila tabbed cross-ref- 
erence form. The name or subject to be 





cross-referenced is listed at the top of the 
sheet or card, together with the date and 
address if necessary. Below, under See. 
is listed the name or the subject under 
which the letter itself is filed. 


Q. Please explain the advantages and dis- 
advantages of each of the following ways for 
a husband and wife to indicate ownership 
o} personal property: 

John and Mary Jones 

John and/or Mary Jones 

John or Mary Jones 


A. John and Mary Jones means that 
the property is owned by both, so that 
neither may dispose of the property or 
withdraw cash from a bank without the 
consent of the other. 

John or Mary Jones and John and/or 
Mary Jones are legally the same. They 
represent joint ownership. The legal 
effect is the same as it would be if the 
couple were not married. Any two peo- 
ple can own property this way. Either 
may use, dispose of, or withdraw prop- 
erty without the consent of the other. 
This method of indicating ownership is 
used when it is desired to give one person 
the right of survivorship in case of the 
death of the other. This method, how- 
ever, may not be used in the ownership 
of an automobile. 


Q. [ama secretary of a small corporation 
and have been given the responsibility of 
affixing the corporation’s hand seal to the 
proper papers. Will you please tell me when 
the seal should be used? 


A. Every time you act on behalf of the 
corporation, the seal should be used. The 
seal is required by law to be used in rela- 
tively few situations. A deed conveying 
title to real estate, for instance, must be 
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Business English ..... E. Lillian Hutchinson 
Secretarial Practice .. Madeline S. Strony 
Business Law ........ R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 


Typewriting .........Alan C. Lloyd 
Business Arithmetic ..Vivian W. Kline 
Shorthand ..-Charles E. Zoubek 
eee ..-NV. Mae Sawyer 








under seal. A contract requiring the pay- 
ment of money usually may be enforced 
any time within twenty years after breach 
if it is under seal. In effect, a seal on a 
written instrument or contract serves as 
a means of its authentication. 
Information pertaining to the use of a 
seal in any state can usually be obtained 
by writing to the of state of 
that state or to the authority in the state 
authorizing the use of the seal. 


secretary 





Q. When endorsing a check, should the 
title Miss or Mrs. be used? What is the cor- 
rect procedure for endorsement if the per 
son’s name has been misspelled on the face 
of the check? 


A. When one endorses a check, 
name is written exactly as it appears on 
the face of the check. Thus, if the check 
has been made out to Miss Mary Smith. 
that is the way the endorsement should 
be written. The same holds true for mis- 
spellings. If the person’s signature dif- 
fers in spelling from the name used on 
the face of the check, the check should 
be endorsed a second time with the cor- 
rect signature. 


one’s 


Q. I often have occasion to write to a few 
small firms where the full name of the firm 
is exactly the as that of the man to 
whom I am writing. For example, Mr. R. E. 
Fair is the name of the person who is to re- 
ceive the letter; and the firm’s name is the 
R. E. Fair Company. How should the ad- 
dress and salutation be typed? 


A, In writing to a company 
name is the same as a personal name, the 
salutation would be Gentlemen. If you 
wish the person who is to handle the let- 
ler to receive it as soon as possible, an 


same 


Ww hose 


(Continued on page 61) 
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NEW 





PAX 


ALL PURPOSE 





Hand eats (‘rea 


different 


° 


ie) 
‘ 
re < 
e 


[FSB Fo BeHe° 


2 8 “9B, Be 


CONTAINS LANOLIN AND COLD CREAM 


“ 
Cleans ALL office stains from the skin including HECTO, eS 
MIMEO, and DUPLICATING INKS, TYPEWRITER and : 
CARBON SMUDGES. *"é 

* 

Amazingly effective. Without question this is the finest cream ever Py 3 
produced for the GENTLE, fast, thorough and safe removal of office cal 
type scains from the skin New PAX All Purpose HAND CLEANS- & 
ING CREAM is pure snowy white in color... creamy rich in ° 5 
texture sory ypu scented .. . a real delight to use. Its exclu- °° SP > 
sive lanolin-cold cream formulation keeps skin smooth and soft ° ° 


New PAX isn't just another cleaner . it's so different from all 
others that PATENTS HAVE BEEN APPLIED FOR in the UNITED 
STATES and many foreign countries 


New PAX All Purpose HAND CLEANSING CREAM is economical 


too 


7 4 
: it saves you money while it saves your hands. Send for a Oe 
trial order today! 


LOOK for the PAX ROOSTER and the PAX 
SEAL. They are trade marks found only on 
products of the Highest Merit. 





6. Ae 


©0?2 0 


G. H. PACK WOOD MFG. CO. 
Manufacturing Chemists 


® 1577 TOWER GROVE AVENUE « ST. LOUIS 10, MO. 





There’s a dream-team, now: you and the Olivetti 
Lexikon Electric, the world’s most eager-to-please 
typewriter. At a flick of your skillful finger it turns 
out typescript so neat, clean and crisp that compli- 
ments pile up the way work used to! (And the auto- 
matie switch shuts off the motor when you forget.) 
The Olivetti Lexikon Standard, with the “‘gentled”’ 
key action and other very special features, and the 
devilishly handsome Olivetti portables (the Lettera 
22 and the Studio 44) may be seen, along with the 
Lexikon Electric, at your local Olivetti dealer. 
Olivetti Corporation of America, 580 Fifth Avenue, 
New York 36, N. Y. 


olivettt 
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Is Business Age-conscious?....New York's Executives 


Association says yes. In a survey highlighting the 
basic unreality of hiring policies, it was found that 
companies setting arbitrary age limits were the same 
ones admitting efficiency, reliability of older 
people on the job. Result--the clerical shortage 
continues, and ten to fifteen years of a worker's 
life may be wasted. 


Translation by Automation....The ElectroData Divi- 

Sion of Burroughs Corporation has developed an elec- 
tronic computer--Datatron--that translates Russian, 
French, German, and Spanish into English--not word 
for word, but in logical, idiomatic phrases. 


Are You Gaining Weight?....Maybe it's because of the 
midmorning coffee break. A Midwestern dietary 
Specialist claims a definite chain reaction from 
drinking coffee--heavy doses stimulate nerves, caus- 
ing nervous tension that brings on overeating 
and--more coffee-drinking. 


Shorthand by Short Wave....Chicago and Pittsburgh 

are attempting to meet the growing secretarial 
Shortage in a unique way. Both cities offer accred- 
ited courses in Gregg Shorthand on local TV stations. 


Work in a Noisy Office or a Quiet One?....The tele- 

phone company now has special phones available for 
either extreme. For libraries, banks, quiet offices 
--a phone that can raise whispers to the desired 
volume at the other end. For noisy roomsS--one 

that blocks out distracting sounds. 


Does Your Boss Need a Vacation?....Chances are he 

does, from the results of a survey by the National 
Industrial Conference Board. Although companies are 
granting more and longer vacations, fewer bosses are 
taking any time off at all. Some health-conscious 
organizations are setting up vacation schedules-- 
forcing executives to take time off. 


U. S. Savings Bonds Cash-ins Continue to climb, 
the recent interest raise (3 per cent to 3% per 
cent). July redemptions exceeded sales by $129 
million....GO WEST, YOUNG WOMAN, seems like a good 
idea after a recent Survey of secretaries enrolled 
in a Los Angeles business college revealed a monthly 
average Salary of $398, plus bonuses....AN ALL-TIME 
RECORD for employment was set in July--some 67.2 
million....NEXT CPS EXAMINATION will be held in 

May, 1958. Deadline for applications--December l, 
1957. Send all inquiries to National Secretaries 
Association, 222 West 11 Street, Kansas City, Mo. 
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For Successful Secretaries 
—and those ‘‘on the way up” 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 
and the better job you want. 
Here is the most complete guide 
for se retaries ever written! Gives 
you 1-2-3 answers on every con 
ceivable office question, Helps you 
develop your judgment and self-re 
liance in handling independently 
any job assigned to you 


Complete 
Secretary’s Handbook 


by Lillian Doris and Besse May Miller 





Examine 10 days free! See for yourself how this Handbook 
can help you win greater confidence from your employer 
greater prestige from your associates, put you in line for 
promotion and bigger pay. Check up on helpful points like 
these 
@ How to set up a ‘‘foolproot’’ reminder system 
@ How to act for your employer when he is away 
@ How to make smooth travel arrangements 
@ How to write letters without dictation 
@ How to attend to social obligations 
@ How to keep track of employer's financial aftairs 
@ How to maintain friendly client relations 
@ How to select your office wardrobe 
@ How to handie your job and yourself with 
polish and poise 
@ How to avoid neediess overtime work 
Prove to your own satisfac ~ mn ones —— is ‘‘the most use 
hee Soak a ce sful secretary an wn''! Send coupon 
elow to cet "ve yur copy for 10 days’ ‘tree trial. 
ave HANDBOOK OF BUSI 
NE $s “SLA THE Mt ATICS as a gift. Shows you 
short- cuts in arithmetic » @asy ways to do 
accurate figuring Mail coupon below 
oeonanan _ ————-———————--, 
PRENTICE-HALL, INC., Dept. 5886.M2 
Engiewood Cliffs, New Jersey 
Send me the ‘‘Complete Secretary's Handbook’’ for 
| Free Examination After 10 days I will either remit 
$4.95 plus a few cents for postage and packing, or 
| return the book and owe n¢ hing 3 am peo to re- 
free a ocee of *‘Handt Bu ath. 
1 ematics,.’ mine to keep a rt ay 1 non ‘the Secre- | 
| tary’s Handbook or not. | 
| Name | 
| Address | 





AY A aera CORNERED 
a AND EMBOSSED 


” SHADOWBOX 


‘iendship 


Os 
25-34 


50 for $2... from one pose 
plus 10¢ shipping... 
including special bonus 
of Friendship Folio 





Friendship Photo's excitingly new and different 
Shadowbox Prints with deep-sunk embossing and 
softly rounded corners add subtle -~ to that 
treasured snapshot. Prints are wallet-size... 24%" x 
3%". Satisfaction guaranteed. Order today 


With every order of 50 


Friendship Photos, this 
wonderful, handy Friend- 
ship Folio. Holds 12 photos 
in acetate envelope leaves. 
S50 For $2.00 
from one pose 
= oe oe oe ee oe 
Friendship Photos, D Dept. P-18, Quincy 69, Mass. 
Please send me 


0D 25 “Shadowbox” Friendship Photos . . 
pose ... $1.10 enclosed. 


© 50 “Shadowbox” Friendship Photos . 


. from one 


= n~ 

i from one 

pose ... $2.10. | am to receive bonus of Friendship | 

4 Folio at no extra charge with my order of 50 i 
1 enclose photo, snapshot or negative which you will 

| return unharmed. My money back, airmail, if I'm not | 

1 completely satisfied. ‘ 
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101 BIG PRIZES 
FIRST PRIZE 


Two-week, all-expense trip for two at 
one of these exciting vacation lands — 


HOLLYWOOD — You'll stay at the 
swank Beverly Hilton for two 
whole weeks . . . be spoiled by 
sparkling pool, superb service. Full 
VIP treatment awaits you at movie 
studios. You'll see “hits of 
tomorrow”’ filmed . . . lunch in 
commissary with stars. You’ll meet 
Ozzie and Harriet of the Kodak ; 
TV show. Visit Disneyland, Malibu 
Beach, Romanoff’s, Coconut Grove 
—wherever your pleasure calls. 











MIAMI BEACH — Your home away 
from home for two whole weeks will 
be the fabulous Fontainebleau. 
You’ll soak up the sun. Swim in surf 
or pool. Laze ’neath the palms or in 
private cabana. Enjoy superb cuisine, 
tops in entertainment. Sight-see by 
car to Seminole Indian Village, 
by boat around Biscayne Bey. 
Anywhere you please! 








NEW YORK — Your address during 
two-week stay will be one of the 
proudest in the world—The 
Waldorf-Astoria. But you'll be 
everywhere: Touring Radio City; 
dining at ‘‘21”’; seeing * My Fair 
Lady”’; visiting the UN; gazing 
down from the Empire State Build- 
ing; being introduced on the Kodak- } 
sponsored Ed Sullivan Show. 


THE 100 RUNNERS-UP GET 








[ f Kodak Pony 
ever 300 OR Color Slide 


Outfit 
Movie Outfit Outfit Starflex Ou 








Eacin winner’s boss 
gets a Brownie 











And just how could 
8 Kodak Verifax Copier 
help us, Miss Joneg ? 





Girls... read before you write 


See how a Kodak Verifax Copier 
brightens each day 
for boss and secretary! 


REATHES there a secre- 
tary who wouldn’t be 
happier with less typing ...or 
a boss who wouldn’t like to 
spend less time on paper work? 
A Kodak Verifax Copier, 
which makes 5 copies in 1 
minute for 2\4¢ each, turns 
these daydreams into reali- 
ties beyond all expectation. 





Imagine—answering half 
the mail without dictation 
and typing . . . doing away 
with those repetitive ‘I quote 
the customer” memos. 

Your boss works this magic 
with the “‘Verifax pencil trick” 
used by thousands of execu- 


tives. When a letter asks 
questions, he jots the answers 
in the margin, and you mail a 
Verifax copy as his reply. 
When a report refers to several 
departments, he jots again: 
“Tom: see this (paragraph)”; 
“Dick: check this’; “Harry: 
follow up on this.” A minute 
later you'll have Verifax copies 
on their way. 


101 short cuts are pos- 
sible. Your boss will save 
ten minutes here, ten min- 
utes there. And you'll do 


even better! 








You'll keep your files in- 
tact... never run out of car- 


NOTHING TO BUY... SIMPLE RULES 


1. You must be employed as a 
secretary, stenographerortypist 
in the United States, or in its 
territories or possessions. ‘Girl 
Fridays”’ in ‘“‘one-man”’ offices 
are eligible. 


2. Just answer the boss in your 
own words, 20 words or less. 
Verifax Copying need not be 
mentioned. 


3. Send in as many entries as 
you wish. Write plainly or print 
each entry on an official entry 
blank, such as the attached 
coupon or blanks obtained at 
Kodak Verifax dealers. (Check 
“yellow pages” under ‘“‘photo- 
copying machines” or similar 
“‘photo”’ heading for addresses. ) 
All entries must be postmarked 
no later than December 1, 1957, 
and received no later than 


December 10, 1957. 


4. Entries will be judged on 
originality, humor, and aptness 
of thought by the Reuben H. 
Donnelley Corp. Duplicate 
prizes in case of ties. Judges’ 
decision final. Entries, contents, 
and ideas therein become the 
property of Eastman Kodak 
Company for any and all pur- 
poses. No entries returned. All 
entries must be the original 
work of contestants and must 
be submitted in their own 
names. Employees of Eastman 
Kodak Company, its direct 
dealers, and its advertising 
agencies are ineligible. 


5. This contest is subject to all 
federal, state, and local regula- 
tions. Contest winners will be 
notified by mail. A complete 
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easy ‘tell the 


bons. . . never have to retype 
for extra copies. 


You’ll never type copies of 
incoming reports or magazine 
articles. ‘“‘All day’’ retyping 
jobs can be done in 20 minutes. 


You’ll never type copies of 
inquiries for salesmen. 


You'll never type copies of 
quotation forms which must 
be filled in and returned to 
the sender. And so it goes! 


Verifax Copying 
is completely different 


Does more. Makes 5 copies 
in 1 minute on standard weight 
paper, card stock, or pre- 
printed office forms. (Copies 
made on front and back with 
equal ease.) Also makes mas- 
ters for use in whiteprint and 
offset machines in 1 minute. 
A snap to operate, no change 
in room lighting. 


list of winners will be mailed 
approximately eight weeks after 
close of contest to any person 
who requests it and sends a 
stamped, self-addressed enve- 
lope to Eastman Kodak Com- 
pany, Box 114, Mt. Vernon, 
New York. 


6. 100 runner-up prizes. Each 
runner-up winner can choose 
either of these prizes: 


(1) Kodak Pony Color Slide 
Outfit, which includes the ca- 
pable Kodak Pony Camera to 
make your slides . . . and the 
efficient Kodak 300 Projector 
with Readymatic Changer to 
show them. 


(2) Brownie 300 Movie Outfit, 
which includes the Brownie 
Movie Camera with #f/2.3 lens 
and the Brownie 300 Movie 
Projector with built-in preview 
screen, 
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Answer him in 
20 Words oF less 
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oss contest 





Costs less. You can get 
one of these Verifax Copiers 
—the Signet model—for $148. 
Actually less than the cost of 
an office typewriter! 


VERIFAX 
SIGNET 
COPIER... only 


$148 










Misses not hing. Your Ver- 
ifax copies are photo-exact 
from letterhead to signature. 
All types of writing or print- 
ing—even purple duplicator 
inks—are copied as readily as 
typed data. And Verifax copies 
will last as long as originals. 





You should have plenty 
to tell the boss, now. Get 
your first answer off today on 
coupon below. Then pick up 
extra blanks at nearest Veri- 
fax dealer’s. (See ‘‘yellow 
pages’’ under “‘photocopying 
equipment.’’) Good luck on 
the prizes—they’re well worth 
shooting for! 








Price shown is manufacturer’s sug- 
gested price and subject to change 
without notice. 


MAIL COUPON TODAY. Get extra blanks from your Verifax dealer. Contest closes Dec. 1, 1957. 
EASTMAN KODAK COMPANY, Box 231-10, Mt. Vernon 10, N. Y. 


Gentlemen: I’d tell my boss: 











(answer in 20 words or less) 
Name 





I’m employed by 





(name of Company) 


Company’s address 





(street) 


(city) (state) 


Boss’s name 
Please check. Does your office have a copying machine? YesO No O 





If so, what kind? 
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‘ Here's why | 
‘+ «ask for 


‘SEA FORM DOMD: 


for Lightweight ! 


' 
‘ 
SECOND SHEETS =! 


cd 
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1 @ More legible copies 
each typing 
(I've made as many as 13 
copies at one typing) 


2. Easy to handle 


... files compactly 


For all its light weight, 
SEA FOAM has the strength and 


body fo stand up in the file. 
3. 


Less Waste 
SEA FOAM is boxed. 
No frayed sheets to 
be thrown away. 


@ You'll like Sea Foam, too. Next time you 
need a lightweight for second sheets, say SEA 
FOAM fo your supplier. It's watermarked, so 
you'll know you're getting the best. 


Write on your letterhead for sample: 
Dept. T-10 
BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 


SEA FOAM BOND 


SECRETARIAL 
book 


shelf 












“FILE AND FIND IT” has been carefully 
prepared by the Smead Manufacturing Com- 
pany to illustrate and describe the com- 
ponent parts of a filing system. It gives the 
three basic steps involved in filing and the 
three basic steps in finding correspondence 
in the files. Next, it outlines the procedure 
for filing correspondence in 18 different cate- 
gories. Alphabetical, geographical, numer- 
ical, and other types of filing are explained 
and their differences given. If you would 
like to receive a copy of this easily under- 
stood booklet, write to the Smead Manu- 
facturing Company at Hastings, Minn. 


“ir’s YOUR JOB,” a twice-monthly news- 
letter, is designed to assist supervisors in job 
techniques. Prepared by the Bureau of 
Business Practice, this informative news- 
letter covers all major areas of office opera- 
tions. Personnel problems, filing, manners, 
and even the effects of music on office ef- 
ficiency are only a few of the subjects that 
have been and will be discussed. All articles 
and features are based on actual experience. 
It's Your Job is priced at 25 cents per copy 
and is issued on the tenth and twenty-fifth of 
each month. For additional information, 
write to the Bureau of Business Practice, 60 


West 55 Street, New York 19, New York. 


WHATEVER HELPS THE POST OFFICE helps 
you! This is the theme of the booklet, “29 
Timely Mailing Tips,” that is offered by 
Pitney-Bowes, Inc. “More often than not,” 
the introduction states, “the Post Office is 
not to blame for the letter that got there 
late, the package that went astray, or the 
carton that came through crushed.” You, as 
the mailer, can do many things that will in- 
sure good service. 

Thirty-six years of experience stand _ be- 
hind Pitney-Bowes practical suggestions, 
which include “Helpful Hints for Handling 
Your Regular Daily Mail,” “Parcel Post 
Pointers,” and “Tips for Advertising and 
Other Volume Mailings.” For information 
on how you may obtain this booklet, write 
to Pitney-Bowes, Inc., Stamford, Conn. 


TWO NEW OFFICE STANDARDS have been 
approved by the chapters and the National 
Standards Committee of the National Office 
Management Association. The first (N4.4) 
is for the selection and use of carbon paper 
for different purposes and includes tables 
on how to select the proper weight and finish 
to produce various numbers of copies. 

The second (N7.1) covers office lighting 
practices. It analyzes factors that contribute 
to good vision in the office and sets up stand- 
ards that will provide efficient illumination 
under given modern working conditions. 

Both standards are now available from the 
National Office Management Association, 
Willow Grove, Pennsylvania. 
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Use an electric 
typewriter? 
Then be sure 
you use the % 
ribbon that keeps your 
hands clean as you put it on 
your machine. The ribbon 
that has the red plastic “leader” on 

it. Old Town’s Carbon Paper Ribbon. 


All-quality carbon coating. High tensile 
strength, thin paper. This Old Town 
combination gives you execu-tively 
beautiful, non-smudge originals. Preci- 
sion-cut ribbon edges eliminate tearing. 


RIBBON ABSOLUTELY FREE! Write us for it 
on your firm's letterhead. Show yourself (and 
your beaming boss) the 
very finest-looking typing! 


GD 





750 Pacific Street, Brooklyn 38, N. Y. 


World's Foremost Maker of Carbons, Ribbons, 
Duplicators and Duplicator Supplies 











ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty $135 









Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX COMPANY 


2607 North 25th Ave. * Franklin Park, Ill. 
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VIEWS FROM THE FRONT OFFICE ON... 


Personal Phone Calls 


A monthly column featuring top executives’ 
views on various office situations. 


CHARLES A. LANE, Advertising Manager, Smith-Corona, Inc. 


CATHERINE R. READY, Assistant Director, Educational Service Department, Bristol-Myers Company 


RAY JOSEPHS, Author and Public Relations Consultant 


“THIS MONTH’S TOPIC reminds me 
of an article in the papers not long ago 
about Queen Elizabeth's decision to in- 
stall pay telephones in Buckingham Pal- 
ace when the yearly phone bill reached 
$70,000.” says Ray Josephs, public-rela- 
tions consultant. “Not many American 
offices can claim that distinction, but it 
is surprising how the telephone bill can 
mount.” 

The general consensus of this month’s 
panel, however, is that the actual cost 
of telephone calls is not the main prob- 
lem. As Charles A. Lane. advertising 
manager of Smith-Corona, Inc., points 
out, “In my opinion, loss of time is a 
more serious factor. Interoffice and _ in- 
coming personal calls do not run up the 
telephone bill. vet they are just as costly 
as outgoing calls in terms of lost work- 
ing hours.” 

Catherine R. Ready, assistant direc- 
tor of the educational-service depart- 
ment at Bristol-Myers. comments: “If a 
personal call is absolutely necessary 
during business hours. secretaries should 
have enough discretion to attend to such 
matters at a convenient time—a_ time 
when a call will not interfere with the 
normal conduct of business. 

“Secretaries who ‘chitchat’ on the tele- 
phone are a distracting element in any 
business office.” she says. “Whether the 
boss is in his office alone or in con- 
ference with his associates, he appreci- 
ates his secretary's maintaining “phone 
silence’ unless her personal phone calls 
are absolutely necessary.” 

Along these same lines Mr. Josephs 
says: “We all expect our secretaries to 
exercise judgment and discretion in 
using the telephone. Naturally _ this 
means saving personal calls for those 


periods that are the least busy.” 


\WHEN ASKED IF THEY FELT there should 
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be a company ruling prohibiting per- 
sonal phone calls, all the panel mem- 
bers agreed that a good secretary will 
exercise discretion in this matter, thus 
eliminating the necessity of a company 
regulation against personal calls. 

“At Bristol-Myers Company, we have 
a very lenient policy in regard to making 
and receiving personal phone calls: yet 
we have found that our secretaries do 
not abuse this privilege,” points out 
Miss Ready. 

Mr. Lane is in agreement with this 
statement when he says: “The discretion 
and common sense required of a good 
secretary insures her respect for any 
privileges—including the right to make 
and receive personal telephone calls.” 

Secretaries have a definite responsi- 
bility to exercise judgment in making 
personal phone calls because the abuse 
of any personal privilege in an office can 
only result in the curtailment of that 
practice for everyone. As Mr. Josephs 
points out, “Its probably true that 
personal calls would be cut down if 
each call were charged to the employee: 
but here again, an appeal to the indi- 
vidual’s sense of responsibility and fair- 
ness seems more satisfactory.” 

The wise secretary who has a sense of 
loyalty towards her immediate employer 
and the firm for which she works needs 
no directives on this subject. 

As Miss Ready so succinctly phrases 
it, “The abuse of the privilege of mak- 
ing and receiving personal phone calls 
is a definite basis for inefhiciency in a 
business office. Jobs generate jobs: the 
more we produce, the more jobs we 
create, the more work there is for every- 
one. Thus we can clearly deduce that if 
a secretary is afflicted with telephonitis 
and subsequently becomes an inefficient 
factor in her office, she is affecting the 


productive output of her company.” 





















PBLAISDELL 
KLENZO 


The Secretary’s stand- 
by for swift, smooth 
erasure of type- 
writer, ink or ball 
point work. 
Rubber core 
stays fresh 
and clean! 








Ideal for best erasure 
of fine details. Fine, 
firm point re- 
moves single 
letters. 









BLAISDELL 
NEW WAY 


Has a gentle touch 
for pencil work and 
for correcting car- 
bon copies. Soft 
pink com- 
pound cleans 
as it cor- 
rects. 










FOR ALL ERASURES! 

With Blaisdell exclu- 
sive’ SPEE-D-POINT 
for perfect sharpening 
and STED-D-POINT 
for stay-fast cores. 


AT YOUR DEALER 


SLAISDELL 


a ee ee 


ERASERS 


DELL PENCIL CI BETHAYRE 











NUMBER ONE W 








ORK-SAVER OF THEM ALL 


... THE INCREDIBLE NEW ROYAL ELECTRIC 





oe 
b? o% 
ELECTRIC “TOUCH CONTROL.” ' 
This remarkable feature literally tail- 
ors the machine to the individual 
typist’s touch—and only Royal hasit. 


svg 
—_ 





HI-SPEED REPEATS. On the Royal 
you will find more—and better— 
repeats than on any other electric 
typewriter on the market. 


TWIN-PAK RIBBON. Imagine chang- 
ing ribbons instantly, without touch- 
ing the ribbons at all! That’s Twin- 
Pak, another big Royal exclusive! 





“MAGIC ® MARGIN.” An unmatched 
automatic margin set. Both left and 
right margins set with a flick of the 
finger. A real convenience! 





OU have to use it to believe it! The 
Royal Electric takes all the tension 
and toughness out of typing. And why 
not? There isn’t a “‘gadget”’ on it. 
Every feature of the new Royal Elec- 
tric was designed to save you time, 
trouble and work—-to help you produce 
the most perfect looking jobs . . . in the 
shortest possible time! 


You will be amazed at the amount 
and caliber of work the Royal Electric 
can do. That’s why we call it the best 
friend a secretary, or a boss, ever had. 

If typing production is a problem in 
your office, why not tip your boss off to 
the new Royal Electric. Call your Royal 
Representative for a free office trial. 


ROYAL electric 


Product of Royal McBee Corporation 
World's largest manufacturer of typewriters 
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Governor’s 
Girl 
Friday 


BY MARY JOLLON 
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Washington ... 

or Los Angeles ... or 
Chicago ... calling 
Governor Knight. 


ape Sadie Perlin leaves her apartment each mor- 
ning, she has a short trip to the office — just a quick 
walk through the park and she’s there. It’s a pretty park, 
a quiet park, but Sadie enters it cautiously. For more 
often than not, she will be immediately surrounded by a 
flock of blackbirds who chatter, scold, swoop and dive 
around her till she reaches the exit. 
“I’ve never had time to notice whether they bother 
anyone else.” Sadie comments, “or whether they just 
pick on me. But,” she smiles, “they do give my day an 





exciting start, and chances are that it will continue that 









































Ope n the door. pause to take a de ep bre ath. and Slepintoa day 
on which anything can happen—and probably will. 


way. In my oflice. there aren't many dull moments.” 

Her oflice just across the park is in the state « apitol 
building. Its a place where the mail arrives in carloads, 
where phone calls jam the switchboards at half-second 


intervals, where callers range from a political VIP to a 





small boy seeking autographs. The aim of the letter 
writers. the callers. the visitors: a chance to talk to 
Sadie’s boss. Goodwin Knight. who just happens to be 
the governor of California. 

“People regard the governor as a friend. a confidante, 
an advisor. someone who can help them with their prob- 
lems.” says Sadie. “They come to him for everything 

getting Mama into the hospital. getting Joey out 
of jail. new paving for their streets, old complaints 
against their bosses. Then there are state officials, Re- 
publican leaders, businessmen, visiting celebrities. Any- 
body and everybody drops in.” 

In an oflice of this type, it would be impossible for 
one secretary—ellicient though she might be—-to handle 


all the work. So Governor Knight has ten secretaries, 








each one dealing with a specific area—press relations, 
appointments. and so on. Sadie is the governors private 
secretary—a title that seems to have a special meaning 
for the state's citizens. 

“Most people feel that if you re a private secretary 
you probably work pretty closely with your boss and 
must have a good idea of what’s going on. All of which 
is true . . . so they often contact you rather than some- 
one higher up.” 

The result is that Sadie’s own mail arrives in piles. 
her phone is usually busy, her visitors’ list is: long and 
sometimes impressive. “You quickly learn to be some- 
thing of a diplomat.” she admits. “And it helps if you 
are really interested in people and their problems—in s 
fact, that’s almost a requisite for a job like this.” 

In addition to her own mail, Sadie gets all the gover- 
nor’s personal mail—unopened. She sifts through it. 





setting aside the letters that require Governor Knight's 
personal attention, and anything on which she feels she 


needs help. For many of the remaining letters she writes 


the answers herself—for the governor's signature. She / 
tries to keep up with the mail as it comes in—in order ‘ i 
to avoid swamping—finds that she now writes more like if 


Governor Knight than like Sadie Perlin. 

Happily, she has reached the level where she has a 
secretary of her own—Mrs. Wilma Wagner—to handle 
some of the more routine matters. Sadie dictates to her. 


rarely gets a chance to use her own shorthand—unless 
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Familiar sight to innumerable visitors 1 secretary of her own—“ideal” says Sadie does a lot of typing—“in 
Sadie talking business at her desk. the governor's private secretary hetween everything else.” 
the governor asks her to jot down some spur-of-the- temper, never heard him say an unkind word to any- 
moment thought when she’s in his office. one. There are times when I wish I had some of his 
“Letters to be signed” and any unsolvable problems patience.” 
are presented at “skull practice.” the governors name Does she need more patience? Most observers 
for the nightly confab between himself and his staff. wouldn't think so. She sails through the roughest day 
This generally takes place sometime between 5 and 6 with an amazing amount of poise, handles anything 
and its a real information session. The staff shoots that's thrown at her with calm efficiency. To callers, 
questions and problems at Governor Knight; he. in she’s helpful. charming, diplomatic—‘after all. we are 
turn. keeps up to date on the thousand-and-one hap- public servants’-—to fellow staff members, she’s easy to 
penings in the oflice. “Sometimes it's our only chance work with. to Governor Knight, she’s “indispensable.” 
to have more than a minute-long chat with the gover- A brief glimpse of just a few of her jobs: she writes 
nor. Sadie reports. Since she’s the only female. she checks for the governor's personal bills; takes charge 
takes a lot of kidding. but “what girl would mind that!” of his personal files, although much of the actual filing 
When Sadie’s phone rings—a frequent occurrence is done by Mrs. Wagner (Sadie’s quote: thank good- 
it may mean a call for her or a personal call for het ness!) ; supervises the receptionists and the two girls 
boss. Often there are as many as 30 or 40 calls waiting who handle the governor's appointments and phone 
for the governors attention, and at such times every calls; guides the governor’ friends on tours of the 
member of his staff pitches in, either helping the caller capitol; is responsible for writing “to whom it may con- 
personally or transferring him to an official who can cern” letters—impressively sealed missives that per- 
do so. sonal friends of the governor carry on their travels 
“No matter how hectic the day te says Sadie. “or (“wonderful in a tight spot’). 
how busy the governor is, [ve never seen him lose his Then—just to make sure there isn’t a free minute 


(Continued on page 56) 






“Take this down 
Governor Knight as he makes some 


Sadie.” requests 





quick changes on an important 
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BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 52) 


words / can be teasers 


Repronounce: Then Spell 


The following words are spelled phonetically as they are often incorrectly pronounced. What is the 
correct spelling of each? 


1. aksidently 3. anartik 5. jenuwine 7. hoseree 9. rilly 


- l akumpnement 1. athaletik 6. guverment 8. lenth 10. tremenjus 


A Basic Legal Vocabulary 


Column I contains ten common legal terms with which you should be familiar. Column II contains 


the definitions of these terms, but not in the same sequence. Match the definitions to the words. 


I II 
1. affidavit a. One who brings suit. 
2. lien b. To attach salary, wages. or income to pay a debt. 

‘ 3. plaintiff c. A woman appointed by a will to administer an estate in accordance with the terms of a will. 
1. negotiate d. A legal claim or charge on property for the satisfaction of a debt or obligation. 
5. garnishee e. The verdict of not guilty. 

6. decedent f. To effect a valid transfer of a negotiable instrument. 
7. executrix g. An assumed name. 

8. acquittal h. A written statement under oath. 

9. alias i. A deceased person. 

10. defendant j. One who is sued in a legal action. 


What’s the Difference Between— 


1. An amateur and a novice? 3. Economical and frugal? 5. A lawyer and an attorney? 
Pr ¢ ¢ 
2. A vocation and an avocation? 1. An audience and spectators? 


Adding “‘-ise,” “-ize,” “‘-yze” 


Would you choose -ise, -ize, or -yze as the termination for the following words? 


1. item........ 3. compr........ 5. util 7. paral 


2. CPMGC cscs. 4. anal........ 6. exere....... §  & superv........ 6 10. subsid........ 


Same Spelling but Different Meaning and Different Accent 


The two words defined in each of these pairs of definitions are spelled exactly alike, but the words 
are accented differently. Write the words, indicating the accented syllables. 


l. a. To deliver. 2. a. Deportment. 3. a. To advance. 4. a. Waste matter. 
b. A gift. b. To guide. b. Movement forward. b. To decline. 

5. a. Very small. 6. a. To pronounce guilty. 7. a. Something formed by mixing ingredients. 
b. 60 seconds. b. One declared guilty of a crime. b. To mix, combine. 

8. a. To attempt, try. 9. a. A quotation. 10. a. To accompany or attend. 
b. A literary composition. b. To draw out. b. A guard from place to place. 
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Handle the Christmas Card and Gift Problem 


BY 


PEGGY NORTON ROLLASON 


Number Two of a monthly series on how to handle special, once-in-a-while jobs. Suggestion: Keep these 


pages in your own “How To” file . . 


8 “Christmas comes but once a_ year. 
bringing with it...” We hope it brings 
lots of cheer. as the old jingle goes, 
and not the secretary's annual headache 
to end all headaches—the Christmas 
card and gift problem! If you're not 
Santa-minded early, this can be a last- 
minute snafu to rob you of every vestige 
of the Christmas spirit. October is none 
too soon to begin working on your 
Christmas lists. 

For the card problem, analyze your 
employer's particular situation: 

1. How extensive is his mailing list 
likely to be? Will everyone with whom 
your boss deals during the year be in- 
cluded? 

2. Can you break it down into cate- 
gories—clients, suppliers, other business 
contacts, business friends? 

3. Does your boss expect you to handle 
his personal cards as well? Will you have 
to check with his wife on this, or can 
he supply the list? 

1. Is he going to expect you to send 
out cards in response to the inevitable 
unexpected or forgotten people who send 
him cards? 

5. Are the people who receive gifts to 
get cards also? Or will a personal calling 
card with “Merry Christmas” written on 
it do just as well? 

6. Does he want his name imprinted, 
or must the cards be hand-signed? (Re- 
mind him this will be his job, not 
yours!) 

7. Is he going to share a card with 
other executives whose names must also 
be included? 

8. If so, should you and the other 
secretaries double check lists to avoid 
any duplications? 
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ONCE THESE QUESTIONS have been  set- 
tled and you have totaled the cards 
needed (adding 25 to 50 extras, “just 
in case’). you ll have to select the card. 
Your stationery supplier can probably 
send sample catalogues to the office, but 
a visit to his shop will save you the 
trouble of receiving books that are not 
at all suitable. A quick look can tell 
you the general type of card that would 
be appropriate. Then three catalogues 
will probably be as many as you will 
want to pore over closely. 

If the boss wants to make the final 
selection (and it's smart to encourage 
him to do so), go through the books 
first, marking likely choices with a slip 
of paper to whittle the field down. 
Rare is the man who wants to be con- 
fused by too wide a selection. 

If you've never attempted to choose 
a business Christmas card before, try to 
put aside your own personal feelings. 
Some firms prefer to use a_ religious 
theme. Humor may have its place, but 
simplicity and dignity wear better. Re- 
member, too, that the card your employer 
sends represents not only his taste, but 
that of the firm as well. 

Now the card has been chosen, the 
wording approved, the number to order 
tallied, and the order placed. A great 
timesaver is having the supplier send 
you the matching envelopes ahead of the 
cards, so you can start hand-addressing 
them as soon as possible. Note: If you 
do a few every day, your handwriting 
will look better, and the task won't seem 
so mountainous. Hand-stamping is an- 
other little job that can be done simul- 
taneously. Aim for December 10th mail- 
ing to give you five days’ leeway! 


. and send us your requests for topics to be discussed in future issues. 


IN SOME OFFICES, with the card problem 
licked, your worries are over—but in 
other offices, they're not. If your firm be- 
lieves in sending gifts, this may call for 
more ingenuity—and caution—on your 
part. Perhaps the decision of how much 
to spend, what to send, and to whom to 
give is a high-level one out of your hands 
entirely. But in many cases, much of the 
deciding is left up to the individual exec- 
utive, which may mean that your advice 
will be sought. 

Begin by making up a tentative gift 
list for your boss’ approval, perhaps 
breaking it down into different groups. 
(Remember, not every gift will be suit- 
able for both men and women.) Perhaps, 
too, your employer may want to send 
gifts in different price ranges. Then you 
would need a different type of break- 
down. Though he makes additions, dele- 
tions, or changes in your list, he will be 
glad of a black-and-white record—much 
more effective than saying hopefully 
every morning, “You haven't forgotten 
the Christmas list, have you?” 

After the list is compiled, the gift se- 
lection begins. The lavish gifts of sev- 
eral years ago seem to be on the wane. 
Many businessmen do not like to feel 
they are being “persuaded” or “pressur- 
ized” by other business associates, nor do 
they want anyone else to think they're 
trying to exert undue influence. 

When it comes to suggestions, you'll 
find the attractive Christmas catalogues 
distributed by publishing houses invalua- 
ble. A little thought about the recipient 
will tell you whether he’d enjoy a histor- 
ical book, a biography, a good novel or 
a mystery, or one of the fascinating 


hobby books. (Continued on page 63) 
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BY ROLLIE HOCHSTEIN 


| pon the night of Halloween 
When ghosts and witches can be seen...” 

So begins one of the spine-tingling songs rendered by 
grade-schoolers throughout the month of October. But, 
should you be brave enough to venture out on that scary 
eve. youll probably find that costume trends have 
changed. Along with the ghosts and witches. the home- 
made hobos and crepe-paper spooks. you're likely to 
notice a surprising number of ballet dancers, calypso 
singers. black cats. and Indian maidens. For. true to 
gender, the feminine forces of the lollipop set have add- 
ed a high-fashion touch to their Halloween costumes. 

Who would have thought that proper fit, fine fabric. 
and impeccable construction would be considerations of 
a little girl choosing a Halloween outfit? Yet someone 
did think so. for these are features of the fast-selling 
costumes designed by Mrs. Sara D’Arante; and “Cos- 
tumes by Dara” are featured in stores all over the 
United States. 

Sally Inness Leis, Mrs. D’Arante’s willowy.  taffy- 
haired secretary, explains, “The professional name, 
Dara, comes from the first four letters of D’Arante. The 
word also means ‘star’ in Siamese and, to top it off, my 
boss used to have a Siamese cat named Dara.” 

Sally. who is quietly efficient during office hours and 
less quiet but still efficient on her own time, feels that 
costuming is an art. She says, “Dara’s costumes are so 
well styled and well made that even our operators go 
wild over them. Sometimes it takes a newcomer hours 
before she can really get down to work. because she’s so 
busy admiring the garments. And even the experienced 
operators take time out to ‘ooh’ and ‘aah’ over a new 
design. It can be inconvenient when we're late on orders. 
but Dara says shell worry only when they stop being 
excited over her designs.” 


Factory. showroom, and office are all on the same 
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PHOTOS BY 
RICHARD DEAN 
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Sally Leis 


admires a ballet costume... 


premises. With only a small oflice staff——Dara. Sally. 
a production manager, and a bookkeeper-steno this 
secretary s work involves all three ends of the manu- 
facturing business: sales, production, and distribution. 
Since Dara is manager and part owner of the business 

Costume-Lore. Inc.—there is a great deal of straight 
secretarial work for Sally. Costume-Lore doesn't employ 
route salesmen or use an advertising agency, so Sally 
helps Dara in these areas, too. And since Dara designs 
dance-recital costumes as well as party and character 
costumes, Sally's work year is divided into three seasons 

“cyclonic, somewhat hectic. and dead-as-last-year's 
doornail.” 

The dance—or “cyclonic”—season runs from January 
to June. During these months Sally bounces into the 
office—in the toy section of Manhattan's lower Fifth 
Avenue—promptly at nine oclock. First, she discusses 
the day’s schedule with Dara. Next she opens the mail 
in a foot-high pile—and sorts, records. and relays the 
orders. She answers the routine letters herself and takes 
dictation from Dara on the others. She estimates the 
phone rings once every four minutes. Sally takes the 
uncomplicated calls—makes appointments with buyers 
or fabric salesmen, notes production progress of a group 
of pink net tutus. In between she checks up on ship- 
ments, types and files invoices, and occasionally even 
manages to spend some time at the Costume Box—a 
retail outlet for Costumes by Dara. 

If Dara is busy, Sally takes visiting department-store 
buyers into the showroom, where a number of costumes 
with such names as Nosegay, Baby Tap, Sparkle. Torso 
Ballet, and Tapalong are pinned to a wall-size bulletin 
board. 

“Since | know the costumes better than I know my 
own wardrobe,” Sally says, “I can give the buyers any 
information they want. I know the sizes every costume 
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discusses fabric in the factory .. 








checks on a 
big shipment... 


shows new designs to a buyer... 





comes in. whether a fabric is washable, whether the 
construction will hold up through an acrobatic dance 
(that answer is always yes). how soon we can ship an 
order.” 

In rare, free moments during the cyclonic season, 
Sally may dash off to a local store to introduce Costumes 
by Dara to a new buyer. She may accompany Dara on 
a fabric-shopping expedition. She also tries to attend 
local dance recitals at which the performers are wearing 
Costumes by Dara. Whenever she can, she takes movies 
of the recitals for future showing to buyers. 

“That movie camera,” Sally comments, “is one of the 
best impulses I’ve ever had. I saw it in a shop window 

camera, projector, and screen for $69. And, for once, 
I happened to have $70 in my handbag. I didn’t know 
a thing about taking motion pictures, but I thought I'd 
like to. So | bought it. Then | had to walk home 
couldn't afford bus fare. 

“But don’t think I'm so rushed all year long,” she con- 
tinues. “The dance-costume season lasts only six months. 
The rest of the time | take a full hour for lunch and am 
out of the office by five-thirty or not much later. From 
“September to December. we work on the ballet and 
character costumes for Halloween and Christmas. That's 
the ‘somewhat hectic’ season. It’s the same kind of work 
I do during the ‘cyclonic,’ but there’s less of it. My daily 
mail runs about 6 inches high, and there’s time for me 


to work with Dara on next season’s plans.” 


Jury anp Aucust are Sally’s “dead-as-last-year’s-door- 
nail” months. She relaxes, catches up on her shopping. 
takes a two-week vacation, may help to redecorate the 
showroom. Her inch-high mail pile is easily dealt with. 
and she can clean the files instead of stuff them. During 
the calm summer days, she works on catalogues and 


sketches Dara’s latest designs. (Continued on page 54) 


21 













Interior Decorating Terms in GREGG SIMPLIFIED 


ocanthus 
alabaster 


alloy 
antimacossar 


antique 
applique 


aquatint 
arabesque 


arcade 


architect 


architrave 


Arras tapestry 


attic 


Axminster 


bal!-~and-claw foot 
baluster 


bam boo 
bonis ter-bo ck 


baroque 
basalt 


baseboard 
basket weave 


bas-relief 
batik 


bay window 
bevel 


bisque 
blackamoor 


block-front 
block-print 


bolection 
bonnet top 


border 
box-pleat 


bracket 
brass 


brazier 
break front 


broadloom 
broken pediment 


Brussels carpet 
buffet 


bulbous form 
burl 


butterfly table 


cabriole 


camel back 
cam eo 


candelabrum 
canopy 


- . 
bap 


é f 


<.. 


C ot ~te 


Cac, 


— Ce 


Compiled for Today’s Secretary by Lee Cannon 


contilever o 7 
carcase < 

~ (o] 
cartouche ~T 
carved rug ) 2 
caryatid D> 
casement ? 
caster Qr 
cellaret ew 
cellulose @ ———, 
caramics Co -wF 
chair rail 6 _* — 
chandelier a 

/ 
checkerboard 7. 
chest-on-chest f 
cheval glass y € 
chiaroscuro a, 


classic ¢ 
clerestory W244 
cloche —- 
‘ P 
cloisonne . ¢g 
Tt > 
collage tf 
colonnade <n 
complementary color . 
a a af 
composite order . - 
corbel —> 
Corinthian order 
ca™ Zz 


corner block 


sak 
ct 
~ 


cornice 

Coromandel c- 

cross-banding ~y 
a 

crotch veneer -y 


crown molding 


ao 
crystal cw 
cyma curve 2 oY 
dado Co > 
dais f 
; rte. 

decalcomania hae 
dentil a 

f 

es 

diameter _ 
diaper pattern CL 

pram ‘ 
Doric order / oY 

"ecient 

dormer F 
dovetail j 
dowel :” inl 
draw curtain 4 wait: 

——t—— 


drawn work 


drum-top 
elevation 


escritoire 
escutcheon 


faience c* J 
fenestration 


filigree baer 
finial ~~, 

Py 
fireback L ) — 
fleur-de-lis 7 
frieze —¢ 
gallery — 
galloon ica) Tens 

/ 
gesso 5 a 

as 
girandole es 
graining — 
grisaille = 
hallmark ‘ Ss 

) # 
hassock P 4 
highboy 4 
hooked rug I cr 
hue id 
hutch / 
incised Q 
ingrain Lee 
inlay ~ © 
jordiniere Sa 
keystone ge 
kneehole desk a al 
lacquer n ot 

Pree 
> 
lintel ™ = 
loggia ‘ y 
C 
louver ‘ J 
luster Pa 

3 
mantel iam 
marbleize —, 
marquetry = rom 
medallion a? oa 
mezzanine _— 
millefleurs _—_ 

Ct 
miter oll ) 
montage : 4 
mortise —_zA 
mosaic 


newel = 
niche 7 

= 
obverse 3 
off-white 4 y 


optical balance 


4 


ormolu 
C.- Xv 
“— 
ottoman _ FS 4 
pagoda da Y 
palmette 6 a 
panel f~ 


TODAY'S 


papi er-mache E ? 


parquet J a) O 
pastel b. Oo 
° ' 
patina a 
o— 
pedestal C - 
pediment 
Pembroke table af 
petit-point iy i, 
Gb 
pewter a 
piecrust table G- 3 
pilaster QR 
pillar é " 
plaque ( -" 
plinth tC. - 
} 
polychrome a4_o 
pomegranate re 
| 
porcelain A: 
. f° i 
porphyry £ , 
<9 J 


priming coat 


rafter x fe 


refectory a 
relief “ eo 
repousse y 4 | 
rococo ooo 
rosette es 
rustication — io 
Zo >? 

sconce 4 aa 
serpentine é 

" _f 
shirring é& 


soffit e 
splat "i 
} 





stretcher 

~2t—- 
t 
stucco 2? CO 
tempera ( 

VW? 

terra cotta ad 
terrazzo 


tertiary color 


toile de Jouy ag 

tonal es 

transitional -_ 

trumeau Pee ) 

valance od Sz 
) 

velvet 


i “FD ote 


Venetian blinds 


wainscot 

warp "Dies - 
weft C Z 
welting at 
Wilton em 3 
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YOU * 


and YOUR ELECTRIC 


BY RUTH M. VAN DER JAGT 











Eviror’s Note. The author and members of the Topays Secretary staff 
have verified the information in this article with the manufacturers. Since, 
however. only the main features of the machines are described here, you 
may be interested in the many minor features that the companies also 
offer. In addition. no company in the highly competitive typewriter in- 
dustry can generally boast an “exclusive” on an outstanding improvement 
for very long. Even by the time you read this, changes may already have 
been made in some of the machines described. When you are actually 
considering fhe purchase olan elec (ric type uriler, we advise you lo consult 
local representatives of the comlpantes. 

Six companies in the United States manufacture electric fypewrtlers; 


and two fully electric typewriters are made in Europe and are now avail- 


able in the United States. (The Hermes. a European product, is electrified 
only to the extent that one of the standard models has an electric carriage 
return.) 

Prices quoted on the accompanying chart were correct as of early 


September. 














"ou. as todays secretary. are very that each company distributes. 


fortunate, for you do not have only 


to imagine using an electric typewriter. PRICE. Your decision on which make to 





You may. in fact. choose vour electric buy will not rest on price alone. If you 


from several skillfully engineered ma- require a special feature such as a car- 
chines. Your selection as to which one bon ribbon attachment, you will pay 
you want on your desk is an important about $35 extra. Your selection of spe- 
one. cial features will be based on price, per- 

Give several machines a trial run. sonal preference, and work-needs. 
This means that you should do more 
than type one letter on it. look at it | CARRIAGE LENGTH AND WRITING LINE. 
through the showroom window. or run If you have many oversized forms or 


your fingers over the keys. Tabulate, set papers to type, you will want to take 
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the margins, type out forms, and use the 
electric for every job that vou will be 
typing after you have purchased the ma- 
chine. In this way, you will discover the 
special features it has that will make 
your job easier. 

The facts and figures given on the 
accompanying chart and discussed in 


this article cover the standard makes 


note of the typewriter’s carriage length 
Standard 


length, for example, vary in size from 1] 


and writing line. carriage 
to 13 3/4 inches. Remember, too. that in 
most cases the paper capacity of the 
carriage is slightly less than the length 
of the carriage. In turn, the actual writ- 
ing line is less. Writing lines vary from 
9 1/2 to 12 3/4 inches. 


to 
ww 





Extra-length carriages may be ordered 


in advance and are installed at the com- 
panies: factor es. One company, Adler, 
supplies extra-length carriages of 18, 26, 
and 35 inches that the operator may in- 
stall. 


KEYS AND KEYBOARDS, As with carriage 
lengths, keyboards vary, too. All makes 
use a standard key arrangement of the 
alphabet and numerals so that the typ- 
ist will not be confused. On some ma- 
chines, such characters as the apostrophe 
and question mark have been brought 


together on one key. This groups the 





R. C. ALLEN 


Electrified Key board 


characters that have an equal amount of 
typebar pressure. The characters on any 
key may be changed. 

Extra keys are included free of charge 
on the standard keyboard arrangements 
of some typewriters. If you wish, you 
he 


placed on these keys. On such an extra 


may order special characters to 
key, for example, you may specify the 
equal sign in the lower case and the plus 
sign in the upper case: or the numerical 
“1” in the lower case and the exclama- 
tion point in the upper case. 


Royal 


wood, offer one extra key. Remington 


Two companies, and Under- 


IBM 


REMINGTON 





and Smith-Corona provide two of them, 
Adler's four extra keys are standardly 
equipped with such characters as the 
exclamation point and the plus sign. Oli- 
vetti has three extra keys equipped with 
somewhat similar characters. 


KEYBOARD CHARACTERISTICS. Comparing 
the figures on the accompanying chart 
will give you an idea of the variance be- 
tween the standard models’ keyboard 
slope and jump from row to row. 

The angle or degree of slope is impor- 
tant to finger movement. It controls the 


angle of the wrist and arm in relation 





ROYAL 





Standard 11” 


. » ° » 
List Price $289.50 


Writing Line 9%” 


Keys and 
Characters 


12 Keys 
84 Characters 


Keyboard Slope 24° 


Responsiveness 


of Keys* 


“Fairly sensitive” 


Jump From Row 
to Row 


5/16 of an 
inch 


“On-Off” key is on 


Switch Location 
upper-left front 


Carriage 
Return Key 


None (carriage is 
returned manually) 


Standard 12” 
$420 


$425 


10.4” 


42 Keys 
84 Characters 


i 


“Responsive, but typist may 
retain home row keys as a 


“Controlled response” 
guide” 


A of an 
inch 


Standard 13” 


44 Keys 
88 Characters 


4 of an 


Standard 13” 
$425 


12” 11” 


3 Key s 
86 Characters 


20° 14° set on a 2” platform 


“Responsive touch with uni- 
form depression” 


“4 of an 


inch inch 


Sindee 4 tate old Key on front; when power Key on upper-left front; 
hi vi oe Pe ti it side; is on, it is out of alignment when raised, reveals a red 
white marker Indicates on with other controls “On” marker 


One key on right side at 
end of home row 


One key at end of third row 


One key on right side at end 
of home row 


Onl , lerse “Typamatic” repeat action Keys repeat when pressure Separate keys for repeat 

, nly repeat underscore- oo: aaa teen is exerted; forward spacer is backspace, vertical and hori- 
Automatic Repeat hyphen key is furnished, but oe: tee ee or on right side of space bar; zontal spacing; “Line-O- 
Mechanisms repeat mechanism may be “we Ion a Vertical oiiiens repeat backspace and un- Magic” key for repeat un- 
connected to any key seppetes se yates “I 8 derscore-hyphen key; repeat derscore-hyphen or any com- 


Carbon Copy 
Mechanism 


Has 


impression 


Tabulation operated 


Margin Setting b 


e€ margin stops 


eeeeeoeooooeoee SOSOSSSSSSSSSSSSSHSSSSSHSSHSSSSHSHSSSHSHSSHSSSSSSESEHEHESEESEEE 


‘Described by the manufacturer 


24 


OOOO 


indicator; 
interchangeable cylinders 


Set and clear keys manually 


ager Se ype stop; visi- 


in carriage return 


Has impression indicator; 
multiple-copy control lever; 
interchangeable cylinders 


Has 


Set and clear keys manually 
operated; right-hand margin 
stops tabulator 


Both margins reset using 1 


margin button on the key- No 
board and by positioning 
carriage 


vertical spacing 


impression 
interchangeable cylinders 


Set and clear keys manually 
operated; right-hand margin 
stops tabulator 


movement of 
necessary—set manually 


bination 


Has impression indicator; 
interchangeable light, me- 
dium, or heavy cylinders 


indicator; 


Set and clear keys manually 
operated; electric tabular 
action; tabulation goes 
through right-hand margin 


Spring-impelled; individual 
levers on carriage ends for 
each margin; flick lever aft- 
er carriage is positioned 


carriage 
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to the keyboard: it also controls the 
space your fingers will have to travel 
from the bottom row of keys to the top 
row of keys. Tests by manufacturers 
have shown that too great or too small a 
slope hampers speeds and is not condu- 
cive to proper typing position of the arms. 

The slope of the R. C. Allen “Elec- 
trite” is similar to that company s manual 
model. 

The IBM’s keyboard slope is not se 
ereat as that of the Underwood and 
Remington. 

Remington's keyboard is nearly like 


that of the manual model. 


The Royal's keyboard resembles that 
of the IBM. 

Smith-Corona has almost the same 
keyboard slope as have the Remington 
and Underwood, but the key tops have 
been tilted forward seven degrees so that 
the front edge of each key is slightly 
lower than the back. There is, therefore. 
a steeper overall slope than with the IBM, 
Royal, and Adler. 

The Underwood's keyboard slope is 
modified to be slightly flatter than that 
of the manual model. 

The Adler's slope most nearly resem- 
bles the Smith-Cerona’s. 


Olivetti’s keyboard slope comes clos- 
est to R. C. Allen’s keyboard slope. 

The jump from one row of keys to 
another will vary between makes. The 
“jump” is the actual distance that your 
finger must travel from one row of keys 
to the next. Measurements, as shown on 
the accompanying chart, vary only 
slightly. 

The responsiveness of the keys is gov- 
erned by the amount of pressure that 
you must apply to activate the typebars. 
Such keys as the space bar, carriage re- 
turn, tabulator, and backspace may re- 


quire more pressure to activate them. 





SMITH-CORONA 





UNDERWOOD 


ADLER 


Made in Germany 





OLIVETTI 


Made in Italy 





List Price 


Writing Line 


Keys and 


Characters 
Keyboard Slope 


Responsiveness 


of Keys* 


Jump From Row 
to Row 


Switch Location 
Carriage 


Return Key 


Automatic Repeat 
Mechanisms 


Carbon Copy 
Mechanism 


Tabulation 


Margin Setting 


Standard 13” 
$420 


1} Keys 


88 Characters 


“Cushioned key bars ‘give’ 
when depressed—eliminates 
jar on sensitive finger tips” 


9/32 of an 


inch 


“On-Off” wheel is in frame 
at right of keyboard: when 
on, nameplate lights up 


Two kevs, one at ear h end 
of third row 


Any or all keys may be 
equipped. Standard repeat 
action on line spacing, for 
ward spacing, backspacing, 
and underscore-hyphen 


Has impression indicator; 
interchangeable cylinders 


Tab bar, set key electrically 
activated; total tab clear 
lever: tabulation goes 
through right-hand margin 


Spring-impelled; individual 
buttons on carriage ends for 
each margin: tap button aft 
er positioning carriage 


Described by the manufacturer 
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Standard 12” 


$420 

10” 
43 Keys 
86 Characters 


19 


“Instant action; light, re- 
sponsive ‘Golden Touch’ ” 


% of an 


inch 


Slightly above keyboard; 
“off-on” indications as well 
as red signal 


Two long bars: one on each 
end of keyboard; right off 
set for accessibility 


One special forward-spacing 
key: regular backspacer re 
peats with extra pressure, as 
does hyphen-underscore key ; 
repeat vertical spacing 


Has impression indicator; 
interchangeable cylinders 


Set and clear keys manually 
operated; right-hand mar 
gin stops tabulation 


Both margins reset using | 
margin button at top right 
of keyboard and by position 
ing cartiage 


Standard 13” 
$440 


12% 


16 Keys 


92 Characters 


“Typist adjusts touch action 
as she becomes familiar with 
the machine” 


Yy of an 


inch 


Embedded in machine’s cas- 
ing 


Iwo extra large keys 


Two keys: backspace key 
ind dotting and underscor- 
ing key. Also repeat space 
bar 


Has impression indicator; 
interchangeabk 
and carriages 


cylinders 


10-key electri« decimal tab 
ulator 


Carriage moved to desired 
point by depressing rear 
key. With margin set, front 
key is used only for shifting 
carriage 


Standard 13%” 
$395 


12%” 


45 Keys 
90 Characters 


“Moderately sensitive” 


5/16 of an 
inch 


Upper left of keyboard 


Iwo long bars, one on each 


side of keyboard 


Depress automatic-repeat le 
ver along with individual 
keys to repeat dot, dash, un 
derscore, or letter “x” 
backspace key repeats by 
itself when depressed 


Has impression indicator; 
interchangeable cylinders 


Set and clear keys manually 
operated ; right-hand margin 
stops tabulator; 8 tabular 
keys for decimal and normal 
tabulation; non-hold action 
on keys 


May be set manually or with 
a margin-set lever 


to 
ut 





If the keyboard is not very responsive, 


electricity is not doing all of the work 
that it can do for you. If the keyboard is 
overly responsive, you may find that you 
will be attaching unwanted letters to the 
ends or beginnings: of words. Also, you 
will not be able to rest your fingers on 
the home row or use your little fingers 
as “anchors.” 

Some examples of the pressure that 
is required to activate the typebars are 
as follows: IBM, 2 1/2 ounces: Royal, 
| 7/8 ounces; Smith-Corona, 2 ounces. 
These figures illustrate the greater ease 
with which you will be able to type on 
an electric, for a manual typewriter re- 
quires about two pounds of pressure to 
activate its typebars. 

IBM has cushioned the keys on both 
the downstroke and the upstroke. Smith- 
Corona has cushioned the keys to elimi- 
nate the “hard” feeling at the bottom 
of depression. 


LOCATION OF SwiTcH. The electric type- 
writer is a machine; and the word “elec- 
tric” naturally implies that it must be 
switched on and off. Manufacturers try 
to place the switch in a handy position 

as close to the keyboard as possible. 

The electric typewriter, when not in 
use, should not be allowed to hum need- 
lessly. For this reason, most manufac- 
turers also provide an obvious device 
that calls your attention to the fact that 
the machine is on. 

The R. C. Allen Electrite has no signal 
except the gentle hum of its motor. 

On the IBM, a marker on the right 
side of the keyboard shows white if the 
black with the 
“OFF” when thfe machine is not running. 


machine is on, word 

Since Remington’s switch is one of 
four keys across the front of the ma- 
chine, it is lowered and out of align- 
ment with the other three keys when 
the machine is on. It also has a fuse that 
will blow out and therefore cut off the 
power. 

Raising the Royal's cover turns the 
power off. Power must be turned on again 
after the cover is lowered. 

When you turn on the Smith-Corona, 
the entire name plate on the front of 
the machine lights up. Lifting the cover 
turns the power off, closing the cover 
turns the power on again. 

The Underwood has “OFF” and “ON” 
indicators and a small red marker that 
indicates when the power is on. Its cover 
cannot be lifted when the power is on. 

The Adler has two safety shutoffs and 
an automatic shut-off switch. 

Olivetti has an 


automatic shut-off 


after sixty seconds. 
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CARRIAGE RETURN KEY. The carriage re- 
turn is similar on all makes, 
that the R. C, Allen “Electrite” has only 
a manual return. Some makes have keys 
or bars to the left of the keyboard: 
some have them on the right. On others, 


except 


there are two bars or keys, one on 
either side of the keyboard. All manu- 
facturers have placed the carriage-return 
keys in a convenient position. 

All machines automatically space the 
paper up at the extreme left-hand mar- 
gin. 
AUTOMATIC REPEAT MECHANISMS. In 
more instances than one, your typing job 
can be made easier by using the auto- 
matic repeat mechanisms of electric 
typewriters. Such mechanisms are invalu- 
able for some types of office work. The 
features described on the chart for a 
specific make of machine are supplied 
on most models of that make. Although 
all electrics offer repeat actions on cer- 
tain keys and actions, additional repeat 
mechanisms will be supplied on other 
keys if it is ordered in advance of de- 
livery. 


CARBON COPY MECHANISM. “. . . and 


make 20 carbon copies!” Twenty is a 
staggering number of carbon copies to 
but it 


can be accomplished on an electric. 


produce on a manual typewriter 


All electric typewriters control the 
number of carbon copies that they make 
in approximately the same way. That is, 
each has an impression-control dial that 
increases the force with which the type- 
bars strike the paper. 

In addition to this, all electric type- 
writers have interchangeable cylinders 
that are a further aid in making carbon 
copies. IBM offers interchangeable cylin- 
ders and a multiple copy control lever 
that moves the cylinder back to allow 
room for the thick carbon pack. Royal 
offers interchangeable light, medium, 
and heavy cylinders. All others also offer 
a large variety of interchangeable cylin- 
ders to meet special applications. 

Adjustments for carbon copies are 
generally made by changing the force of 
the impact of the typebars by using the 
impression-control dial. The harder cyl- 
inders are used only when an excep- 
tionally large number of carbon copies 
is made as a regular operation on one 
particular machine. 

The numbers on the impression-con- 
trol dial mean absolutely nothing as far 
as indicating the number of carbon 
copies that the machine is adjusted to 
make. Whichever electric you use. the 
number of carbons is also determined by 
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the weight of paper he weight of the 
carbon paper, the type of carbon paper 
coating. the typeface on the typewriter, 
and the hardness of the cylinder, Setting 
any dial indicator will not necessarily 
produce the exact number of copies 
wanted unless all of these other factors 


are also taken into consideration. 


rabuLATION, If used properly, tabula- 
tion procedures can save you a lot of 
time in typing letters and forms. In 
most electric typewriters, the set and 
clear keys are manually operated: and 
the right-hand margin may or may not 
stop the tabulator. The Smith-Corona’s 
tabulation is electrically activated (labu- 
lation goes through the right hand mar- 
gin). 

Manufacturers can provide a special 
model that has electrical decimal tabu- 
lation. The Adler, on its standard model, 
has 10-key electrical decimal tabulaton. 
The Olivetti has eight electric decimal 
tabular keys on its standard model. 

To clear the tabs on most machines. 
the carriages must be moved back by 
touching the carriage-return key ana 
holding the tab-clear key. Smith-Corona 
total that 


all stops without moving the carriage. 


has a tab-clear lever clears 


MARGIN SETTING. Every time you pre- 
pare to type a new letter, the maryins 
must be adjusted according to the length 
of that letter. This is true not only on a 
manual typewriter, but also on an elee- 
tric. 
RC, 


and visible margin stops. 


Allen has spring-tensioned stops 


IBM's and Underwood’s margins are 
keyboard controlled by depressing and 
holding the margin key and then moving 
the carriage to the position desired with 
the back spacer, space bar. carriage re- 
turn. or the tabulator. Release of these 
keys sets the margins. 

Remington's margins are set without 
moving the carriage. 

\fter the carriage is in position for 
both the Royal and the Smith-Corona, 
the margin is set by activating individ- 
ual levers (Royal) or buttons (Smith- 
Corona) on either end of the carriage. 

The 


rear key on the carriage and moving the 


Adler is set by depressing the 


carriage to the desired point. 

The Olivetti’s 
with one margin lever that is on the 
left side 


Margins may also be set manually by 


margins may be set 


above the carriage return. 
slightly depressing either of the margin 
stops and moving them to the desired 


positions. 
(Continued on page 52) 
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F THERE IS a bulletin board in your 
I otice. chances are that you've seen 
it without actually looking at it. When 
you've had to post things, perhaps you 
gave it a second glance to see which no- 
tice could yield that second thumbtack 
you needed. But, along with many secre- 
taries, you probably have that who -has- 
time - to - cater - to - a - bulletin - board - no - 
one - reads feeling. You’re just plain “bul- 
letin-bored” and it shows—all over your 
board. 


WHAT GOES UP ON THE BOARD anyway? 
Notices, 


phlets, vacation cards, birthday cards, 


memos, scribbled notes, pam- 
holiday greeting cards, any-kind-of-card. 
In fact, anything you wish to bring to the 
attention of your colleagues—to arouse 
interest or to spread information. 

In one secretary's office, some of these 
memoranda have been posted since she 
started working there. Why? “Because,” 
she explains, “if I take something down 
I'm afraid I'll hurt someone’s feelings.” 

But it isn’t very pleasing to look at a 
board whose notices are yellowed with 
age. Nor is it courteous or thoughtful to 
cover up old notices with new material. 


are VOU 
bulletin-bored ? 


Besides, the litter on your bulletin board 
may leave your office open to criticism. A 
visitor gets an impression of your firm 
that may be quite inaccurate. Even though 
the board is not intended for public 
perusal, people do associate the bulletin 
board with the company who keeps it. 
With tact, the secretary should be able to 
establish specific rules regarding posting. 
Then she will not feel personally ob- 
ligated to keep memos up long after they 
have served their purpose. 

In most offices, notices that go up on 
the board are dated. Dates are important. 
Put them on everything. If they are not 
supposed to appear on the face of the 
material, why not pencil them on the 
back? Then when you are ready to change 
the material, you can see which notice 
has priority for coming down. 

One secretary has worked out an ef- 
fective system with regard to “changes.” 
She changes the board once a week. “But 
sometimes,” she observes, “a notice must 
stay up longer than a week. Then, I just 
rewrite it—using the same information, 
but in a different form. | don’t want to 
lose my readers. And what’s the good of 


(Continued on page 60) 
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“BUT, MR. SMITH...” 


“But, Mr. Smith, the train was late.” 

“But. Mr. Smith. ve had so much to do today.” 

“But. Mr. Smith, | thought you said...” 

Does this ring a familiar bell? Do you find yourself 
offering excuses when your boss asks why you're late. 
why you forgot to make an important appointment for 
him. why the letter you just typed doesn’t say exactly 
what he did? Making excuses is human. all too com- 
mon, and not very smart. 

But. you protest. the train was late. | didn’t have 
time to make the appointment. Mr. Smith does mumble 
sometimes when he dictates. All well and good if such 
incidents happen once in a great while. But—and here’s 
that litthe word again—-if your train is always late; if 
your days are always hectic; if your transcription is 
never completely accurate; if, in short. you are con- 
stantly making small errors and then excusing them, 
take stock. You are leaving yourself wide open to criti- 
cism, and your reaction to it may mean the difference 
between a pay check and an unemployment check. 

No one likes an “excuser” and bosses are no excep- 
tion. Not so long ago, for example, the president of a 
small firm told me that he had found it necessary to fire 
his secretary. a girl who had been with him for five 
years. The reason: she had been late almost every day 
for the past six months. 

When she first started coming in after nine, it was, 
like most new bad habits, an occasional thing, and he 
ignored it. Then it became so frequent that he began 
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questioning her. Each morning she had a different excuse 

her mother was ill. her car had had a flat. the alar 
hadn't gone off. She went through a whole list of reasons. 
then started on them again—and again. Finally he grew 
tired of listening. sounded a last note of warning. and 
sat back to see what would happen. 

There wasn't the slightest change. The girl continued 
to be from five to twenty-five minutes late every morning. 
She would breeze into the office with a cheery hello. 
then leave for the powder room before settling down to 
work. Soon. he noted. other staff members were begin- 
ning to follow his secretary's example. For the good of 
his business he decided he’d have to let the girl go. 

What disturbed him most was that this girl was a 
good secretary and that her tardiness and excuses were 
only hindering her progress. Also, the fact that she 
never apologized for her late arrivals came as something 
of a shock. Even at his last conference with her. she de- 
clared that her lateness each morning was only a matter 
of minutes and that once in the office, she accomplished 
as much, if not more, than many people who kept nine 
to five hours. This might well have been the case. but 
she never realized that minutes add up, especially when 
multiplied by a number of employees. And more dam- 
aging still, she failed to note how important promptness 
was to her boss. 

I think that bosses are pretty regular people, and most 
of them can understand—and forgive—occasional er- 


rors and slips. It’s when the exception becomes the rule, 
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By KAY BUTNER ZIMMERER 


when errors crop up continually. that they become less 
understanding and more critical of your actions. 

If and when your boss does criticize you for some- 
thing you have or haven’t done, learn to accept his words 


gracefully. Don’t bristle. don’t assume a “how dare you” 
attitude, don’t try to throw the burden of blame onto 
someone else (especially him). A quiet “I’m sorry” will 
have far more effect than a dozen “But, Mr. Smith's.” 
A sincere “I'll see that it doesn’t happen again” carries 
much more weight than the most elaborate story of how 
the error happened. 

If, however. you feel that there is a good reason (no- 
tice we didn’t use the word excuse), state your case 
calmly and quietly. Perhaps your boss will agree with 
you, perhaps he won't. Take his decision as it stands; 
don’t start an argument that you may regret later. And 
a note of caution: Be sure that your reason is a legiti- 
mate one. 

Some people take any criticism as a personal affront. 
The most trivial remarks become insults to their intelli- 
gence. their ability, their integrity. They are overly 
sensitive. and by being so, they make things difficult 
for themselves and for those who work with them. 

A secretary I’ve known for a long time turned down 
a promotion because it would mean working for a man 
who had once questioned her about a supply requisi- 
tion before he would approve it. He was merely doing 
his job, since he controlled department costs and had to 


answer for every dollar that was spent; but she felt that 
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he was questioning her honesty. Then and there she 
decided that she could never work for him, Silly isn’t 
it, but it happens all too often. 

Any employer who is interested in doing a good job 
himself—and in having his employees do the same 
will question errors. And most employers are big 
enough to admit that they too can make mistakes. But 
beware of criticizing your boss—unless you know your 
comments are justified and that he will accept them in 
the right spirit. 

Most bosses will confine any critical remarks to busi- 
ness matters. However, at times they may comment on 
something that you consider quite personal. When this 
happens. you will have to decide on how you will take 
this criticism—whether you will accept the remark or 
question it, 

| once worked for a rather unusual man. He had no 
complaints about my work, but he did not like his em- 
ployees to wear black clothes. nail polish. or make-up 
all standard items in my wardrobe. He felt very strongly 
about these personal matters, and it became necessary 
for me to decide whether the job itself and the good 
salary were worth overlooking this personal criticism. 
There was no point in defending my attire—my boss 
just didn’t like it! 

This man however was a rare type. The majority of 
employers won't comment on your dress. make-up, ot 
actions, unless you overstep the bounds of good taste 
and proper office behavior. 

The average boss doesn’t criticize you, either, unless 
he has to—he has more important things to do. So. if 
you're a wise secretary, you'll avoid forcing him to take 
time out to correct your errors. Try to do everything 
well; then. when you do make an occasional slip——and 
everyone does—neither you nor your boss will be too 
disturbed. 

Every now and then you will probably find that fel- 
low employees are critical of your actions or your ap- 
pearance. An older woman may point out something 
you should have known. The bookkeeper may note an 
error in your “higher mathematics.” The girl at the 
next desk may remark unfavorably on the color of your 
new dress. Even the office boy may get into the act. Be 
as adept in handling their comments as you are in 
handling the boss’. If the criticism is constructive—and 
it may well be—accept it and learn from it. After all. 
if you are making an error, chances are that you prob- 
ably wouldn’t have found out about it unless someone 
mentioned it to you. And if the remarks are more de- 
structive, listen patiently—hard though it may be—and 
avoid the “but’s.” You'd just be wasting time and 
effort. Best antidote: resolve not to leave yourself open 
to this person’s critical remarks again. 

None of us like to be told we're w rong. But like it or 
not, we'll hear it time and time again. Our reaction to 
it is important—it can make or break business and per- 
sonal relationships. An adult, look-ahead viewpoint; a 
sorry-today, do-better-tomorrow attitude can do much 
to make life easier and happier for you and for those 
with whom you work. 
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How fa«t can you read shorthand? You can probably speed through this article, which is based on Chapters One through Four of the Manual. 
1, 8€ 


This material is counted in groups of twenty “standard” words each 
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» that you can estimate your reading speed. 
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AMAZING NEW INVENTION 


"RIP-QUIK™ 


SEWS OUT QUICKLY, SIMPLY, 
SAFELY—AUTOMATICALLY 
FITS ALL SEWING MACHINES 


Perfect for Alterations, 
Restyling and Making 
Corrections 


Now you can save yourself 
many hours of tedious 
hand-ripping. NO danger- 
ous razor blades — NO cut 
So easy — so sim- 
remove regular 





ONLY 


$00 


Postpoid ple. 7 
needle and insert RIP-QUIK 
in its place. PRESTO! Instantly you're ready to 





take out unwanted seoms, stitches, etc. SO 
EASY EVEN A BEGINNER CAN DO IT! Amaz- 
ing value. ACT NOW! Send $1.00 and name 
of your machine for Immediate Delivery. 
SATISFACTION GUARANTEED or MONEY BACK 


CLIP COUPON AND MAIL TODAY! 
RIP-QUIK, BOX 225-A 
Rapid City, South Dakota 


1 am enclosing $1.00. Please send my RIP-QUIK 
for (Fill in name of 
your machine. ) 


















TO YOUR GROUP 
FOR SELLING 
CHRISTMAS CARDS 


FULLY 50-CUP. ~- 
Ry | 


given 








AUTOMATIC 
COFFEE PERCOLATO 


Just fill with cold water and 
coffee...this new coffee maker 
perks 30, 40 or 50 cups of deli- 
cious coffee automatically ...and 
~ s FREE just for selling 50 

boxes of ten Christmas 
Cards. Easy and lots of fun! No 
money needed ...cards sent on 
credit...all shipping charges 
prepaid...no hidden expenses. 
Send name, address, and name 
of organization teday for com- 
plete details and 2 boxes of 
cards on approval. 


Holiday Company 





Dept. H-6810C 
Bedford, Va. 
















IS YOUR BLOUSE 
“POPPING OUT’’? 


“MOBI's,”’ the instant-on, flat 
plastic anchors, hold your 
blouse secure inside your 
skirt for that neat, slim, trim 
look all day long. No matter 
how you twist or bend, your 
blouse stays right where it 
belongs. Easy to put on— 
easy to take off—won't tear your blouse— 
nothing shows. Only $1.00 a set. Satisfaction 
guaranteed or money refunded. (No C.O.D.'s 
please.) 


VIA PLASTIC 





Dept. B, Fuller Bidg. 
Philadelphia 3, Pa. 


Why go gray? 


John Garton, international hair 
color authority announces im- 
proved new formula that lets 
you look years younger. 

Use exclusive 





Bon Coif creamy 


white formula that actuates the 
oil processes of your scalp to 
vive lasting. live color as near { 
your original shade (prior to 
urning gray) as can be obtained 


One of America’s big-name eae produces Bon 
Coif (the French say, ‘Bon Kwaf’ which colors, 
conditions and grooms the hair in just minutes 

or gradually if desired. Full instructions with order. 


Bon Coif its a revolutionary development in hair care 
—a thoroughly tested formula that positively prevents 
signs of aging 


hair by causing natural oils of your 


scalp to merge with its scientific 
ingredients. 

Rich, radiant, youthful, lustrous 
color s yours for the asking! 
Doesn't stain hands or scalp — 
won't streak, injure or wash out. 


Fully guaranteed and underwritten 
by one of world’s largest insurance 


firms. Bon Coif will give you a thrill- 





ing new experience—or it won't 
cost you a cent! Six months’ supply 
$6 ‘incl. federal tax). No COD’s 
please. 

BON COIF _ « Dept. 10 


1017 N. La Cienega Bivd. Los Angeles 46, Calif. 












UNBREAKABLE MELMAC BARGAIN 
1 559.95 45-pc. Dinnerware Set-Now $19. 95% 


10-DAY MONEY-BACK GUARANTEE 
Unconditionally guaranteed never to break, chip, or crack 
Set includes 8 each: cups, saucers, dinner plates, , 
plates, soup bowls, plus 1 each: oval serving platter, large 
vegetable dish, creamer, sugar bowl and cover. Assorted 
pastel yellow, turquoise, flamingo, and grey to each set 


FREE CATALOG i 
JAY NORRIS CO., 487-TS, Broadway, New York 
eee ee ee ee ee ee ee ee ee ee ee ee 


835 Diversey Parkway, Dept. 2827, Chicago 14, 


CONVERSATION / 


Your personality is judged by your every- 
day talk. In your conversation lies the 
opportunity for social and business ad- 
vancement, new friends, new contacts, 
ypularity, in short, SUCCESS. Free 
let “Adventures in Conversation" 
describes in detail a simple, practical, 
method. No obligation. Write today. A postcard will do 


CONVERSATION STUDIES 






tttinois 


self-teaching 











SEE IMPORTANT 
MESSAGE ON PAGE | 


Medical Dictation—Set 51 

Legal Dictation—Set 50 

N.Y. State Regents Te<is—Set 46 
Office Style Dictation—Set 47 
Brief Forms & Phrases—Set 45 


ALL ON PHONOGRAPH RECORDS 
SEE COUPON PAGE 1 











Dictation Disc. Co., 
170 Broadway, New York 38, N.Y. 







FACTORY-TO-YOU 


\ SPECIAL OFFER 


he 5.95 * oe 


Full & Half Sizes 


3 to 13 


AAAAA to EEE 
Prompt Delivery 


MONEY-BACK GUARANTEE 
introduce our values, we make this SPECIAL GET- 
AQUAINTED OFFER on our handiaced mocs, made in 
our factory and sold direct to you. Extremely 

comfortable, like watking on air. Bouncy foam cr 
soles, choice te er. perfect fitting, extra light ‘n 
bie. smartly s living. maerey 
made! COD's accepted. In WHITE. SMOKE. RED, TAF- 
FYTAN. Moccasin-Craft, 58-SL Buffum St., Lynn, ‘Mass. 
SE SSS SSS SSBB eB ee Bee eee 


vO SAVE MONEY! 





Today’s Secretary 


Goes 





fall wardrobe 
belts. Both 


members of this good-looking pair are 


A SMART LINK in your 


gleaming  polished-brass 
completely adjustable, fit 
fashion 


any waist or 


whim, and take the size worry 





out of some of your Christmas shopping. 
Link and medallion 
$2.95, will not tarnish. 
Allen & Co., Dept. 100, 
Avenue, Philadelphia, Pa. 


each only 
From Ruth 
1726 Osage 


styles, 


SMILE and stop worrying about having 
white, gleaming teeth. Now Kopal can do 
for your teeth what nail polish does for 


your fingernails. Safe, lasting, and beauti- 





ful, this opalescent white enamel even 


covers stains and inlays 
a radiant all-day 
minutes. 


assures you of 
smile a matter of 
Try Kopal and you will find it 











FREE WHOLESALE CATALOG 


SAVE MONEY—MAKE MONEY 


@ BIG DISCOUNTS for your own use or resale. 
se 


No Experience, 
Necessary. 

@ Write today at NO OBLIGATION for FREE WHOLE- 
SALE Catalog of Diamonds, Jewelry, Appliances, 
Gifts, ete 


WATSON SALES CO. 


1065 Utica Ave., Dept. TS-10, Brookiyn 3, N.Y. 


Investment, Overhead or Stock 


a 

















SALT AND PEPPER 
CANDELABRA 
only $1.25, ppd. 


An exquisite miniature, in silver 
and black. ‘‘Candles’’ hold salt, 
pepper. Use with real candles 
for formal touch. Will add 
charm, sparkle, lots of conver- 
sation to your table settings. An 
= ideal gift, too, at only $1.25, 
‘ / WME postpaid. Free gift catalog. 
ROSLYN SHOPS, 46-36 BELL BLVD., BAYSIDE 61, NEW YORK 





Do You Make These 


Mistakes in English? 


MANY PERSONS say 
I” 

or use 
y 

are. Mistakes in English reveal lack of 
education, 


““‘between you and 
“between you and me’’— 
“‘who"’ for “‘whom.’’ Every time 
ou speak or write you show what you 





instead of 


refinement. Real command of 




















English will help you reach any goal. 
Only 15 minutes a day with Sherwin 
Cody’s famous invention—and you can 
actually SEE your English improve. It 
teaches by HABIT 
way. Wonderful self-correcting lessons. 
Lack of language power may be costing you thousands of 
dollars every year. See what Mr. Cody’s method can do 
for you; it costs nothing to find out. Write now for free 
book, ‘“‘How You Can Master Good English in 15 Minutes 
a day.’ Sherwin Cody Course in English, 17410 Central 
Drive, Port Washington, N. Y. 


TODAY’S SECRETARY e October, 1957 





Sherwin Cody 
makes it easier to do the RIGHT 
FREE BOOK. 








s| Shopping Teal 


Secretaries enthusiastically endorse these 
special wallet size application photos with 
free sample resume and instructions. 









becoming as much a part of your beauty 
routine as lipstick. Only $3.30, including 
tax, postpaid; from Frostie Winters, Dept. 


TS, 313 East 53 Street, New York 22, N.Y. Many report new opportunities and em- 

ployment. Wallets are used for applica- 
SOMETHING'S BREWING—the prettiest tions, gifts to relatives, as favorite photo 
teakettle we've seen in many a cup. It for family, friends and identification. 


has a removable strainer for use with Made from favorite portrait, photo or well- 


posed snapshot, (original returned un- 
harmed). Wallets with or without free 
resume. Sizes 21% x 31% on special wallet 
paper — the newest quality and finish. 


loose tea or tea bags. Holds approximate- 
ly four cups and comes in either natural 
or brass-colored aluminum with black 








S WITH FREE 
4q ___ SAMPLE RESUME 


You'll love your pictures or money returned. 
APPLICATION PHOTOS (Division of PAL PICTURES) 
Box 271, Salem, Massachusetts $-101 


We enclose portrait, photo or snapshot and $ 

Please ship|{_] 20 wallet photos and free sample resume 

as checked of 1 pose, for $1.00 plus 10c shipping. 

[] 25 wallet photos of 1 pose, (no sample resume), 
for $1.00 plus 10c shipping. 


j 20. 


plus 10¢ 
shipping 


[] Sample resumes separately at 25¢ each. 


NAME 
ADDRESS is. one 
| CITY : ___ZONE___ STATE _ 





simulated-raffia handle. You'll want one 
for yourself and at least one more for 
a friend, at just $1.98 each: two for $3.85, 


plus 25 cents for handling. From Downs , og 18 GLA OR rT IY 
& Company, Dept. TS 556, Evanston, . “vet , FOR 
Illinois. ' : 


, 


Peer) on |) «= FACIAL BEAUTY 


mothers) will love these colorful, per- 


sonalized wall plaques. Made of mar- . s ‘4 - TO GLAMORIZE YOUR LIPS. 
. YOUR EYES...YOUR EYEBROWS 


Ait 18 YOURS FOR 








o 
% 


THE MIRACLE PRICE OF 





Once In A Lifetime Offer that can Change your Whole Appearance. Beauty Essentials # 6-11: You receive 6 exquisite 
Not 10, not 15, but 18 thrilling BEAUTY AIDS at the sensational Lip Outline Forms. \t will be easy to change your 
price of $1.00. Each one promising you alluring enchantment . The 





lips to match your mood. You've seen these Lip 
Forms advertised for $1.00 alone. Now they are 


fest lok at thaw IBeassrilials you gil fgt onlg#/ on cen “hn US een gare 


Expensive “Beauty Shop” Look Every Day 












Le 
resicts ar —_— 4 Bea Essentiols #1 end #2: Your choice of 2 Patricia de Paree Bee Essentials # 12-17: Six specially designed 
restetant har dwood, they are 6 by 18 rea lipsticks. One for daylight excitement, one for romance-filled E a Outlines — perfect - mos 2 the Lip —| 
inches, mounted with baby’s name in evenings oe a Forms. Add just the right touch for any occasion. Tam" 
bright. t bling lastic lette Perfec : s« ARLET lash autnens ond aivetsibelan - ’ You've seen these Eyebrow Forms advertised for (= 
right, tumbling, plastic letters. Perlect 3. RASPBERRY — Luscios $1.00 alone. Now they are yours as just ene s A 
. nose tr os +. = small part of this sensational $1.00 offer ete om! 
— ‘ —_ 





© ade lavende 7 ‘ 
cg Me gy cong elllparnagees Mipy oo | Beauty Essentiol #18: A Beauty Course designed by Patricia de 


gent of hie wuts stional $1.00 offer Paree, beauty consultant to the glamourous. Jammed with 
- beauty hints showing you the professional way to beauty = 
0 u 0 ave Beauty Essential # 3: a —— Make-up and hair styling for the 7 basics; technique for ~& 


> . yerfect lip shaping, eye lining; adding doe-cye dash; 
Your choice of one of the 3 special Patricia de Paree Lip Lining on P 
* I 00.00 a Y ear Automatically! Pencils, used by Hollywood make-up men applying eye shadow; mascara techniques, eye shadow 


























Get Pe rpetual Date 1. PINK: 2. MEDIUM RED; 3. DARK RED coloring; creating the perfect brow outline 
& Amount Banks. 2 The special Lip Lining Pencil is yours not for $1.00 itself, but as ey gag pore me ae one S nf £0 cates quemee = — 
a day keeps the Date 1/18th of this sensational $].00 offer Yo @ new eniicing eppesrence, or return the bit 
“ . e , fos f ore price 
up-to-date. Also to- Beeuty Essential # 4: Your choice of one of the 5 Patricia de Paree 
tals amount saved. professional Eye Lid Lining Pencils, to bring out every bit of the MAIL TODAY FOR IMMEDIATE BEAUTY! 
, * Forces you to save a hidden excitement lurking in the depths of your eyes. PATRICIA DE PAREE + DEPT. Nad + 228 LEXINGTON AVE. NEW YORK, WY 
P re ‘ ' ful bive thet her Rush to the 10 piece Beauty Essensicls Kis. § om enclosing —. for 
qquaster < — day, or by see “bits, ot $820 PLUS 56 co eocer pas age ond hendling for cook ass 
ate won’t change. : J “a * po colot i) tom net completely sesished you will rejun! full purchase price 
s s be di ferent 
ee save J for ‘ a Enclosed is ( check (J cash () money order 
gifts, vacations, time , 
payments, etc. Fool- This special Eye Lid Linis ng Pencil is yours not for $1.00 itself but as NAME eee — SL 
proof mechanism only 1/18th of this sensational $1.00 offer ADURESS. ——— — —_——— ——_—-- 
: - ae me ; e 
a with key. Use year Beauty Essential #5: ciry —— . - . ZONE - att — 
; P > > St: av- : ’ ct my chowe of 3 Lipsticks 1 get my chotwe of 1 Lip Lining Pence 
HY afte r year, Start sav Your choice of one of the 5 famous ee et nctieminetn ecteed ene anuenf oda by color) 
$ of ing right away. Order Patricia de Paree Hollywood Eyebrow Pencils. -—- Andiqué skip Ovstines, 
| do several. Reg. $3.50, Choose the exciting color that blends into your personality. lee sed chen of Bs Lining Pome 5 en eee i 
free now only $1.99 each; 3 for $5.75; 6 for $11.00 1. LIGHT BROWN, 2. MEDIUM BROWN, 3. DARK BROWN, 4. AUBURN, 5. BLACK. | ge my chen 4 1 Brebree Pencil 
utes postpaid. Mail to LEECRAFT, Dept. TS, 300 Al- This special Eyebrow Pencil is yours, not for $1.00 itself, but as only - order by color) 
tral bany Ave., Brooklyn 13, N. ¥. Prompt delivery. 1/18th of this sensetional $1.00 offer 
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Two Cactling Gifts 
for your Xmas list 


Tissue Box 
& Ruffled 
Nylon Cover 


**Little Miss Muffet’’ to great- 
The cover is made 





Every 
grandma will be thrilled with it. 


lady from 


of Nylon net lined with sheer Nylon; a strong 
elastic holds it in place. Lovely matching Rose is 
pinned on: removable for washing cover. Plastic 
tissue box matches the cover in these 7 lovely 
colors: White, pink, yellow, blue, rose, turquoise 
& black cover washable, dries quickly. Gives 


a glamorous touch to your bedroom, bathroom, 


guest room, etc., and is ideal for party & special 
occasion gifts. State lst & 2nd choice colors de- 
sired and allow 3 weeks for delivery. Price only 


$5 prepaid, 2 for $9.75. 


ROSE PILLOW PAJAMA BAG 


A romantic 
gift of 
mering 
conceal 
gerie, or 
comes in these magnifi- 
cent colors: White, Lt 
Blue, Pink, Rose, Yellow, 
Aqua Lt. Green. 15-in 
llameter. Very fashion- 
able as decorative pillow 
too. State lst & 2nd col 
ors desired. Gift box packed with gift card 
$4 ea.; 2 for $7.35; 4 for $13.95 prepaid 


20TH CENTURY HOUSE 


Box TS Vandalia, Mo. 


breathtaking 
exquisite, shim- 
satin may 
pajamas, lin- 
slippers 





4 ' mS 
SSE 


Price 








ROYAL JELLY 


Royal Jelly capsules. Contain the fabulous nutri- 
tive jelly of the Queen Bee. Available without med- 
ical prescription. Dietary supplement. $9 00—vial of 
15 hi-potency capsules. 30 days supply. Shipped 
airmail. Scientific and technical data—free on re- 
quest. Satisfaction guaranteed or money refunded 
in 10 days. Order C.O.D. or send check airmail to 
*‘Api-Vitalex,’’ Dept. TS., Box 6674, Medical Cen- 
ter, Dallas 19, Texas. 














BAROQUE GEMSTONES 


Earrings $1.95 
Bracelet $3.95 
Necklace $6.95 





A wonderfully new collection of ear- 
rings, bracelets and necklaces in gen- 
uine baroque gemstones designed for 


you in colors 
costumes, 


to complement all your 


The baroque gemstones are set in metal 


parts of yellow anodized “Supra” metal 
which is guaranteed not to tarnish. 


These lovely pieces are available in 
mixed stones or your choice of one 
amethyst, yellow tiger-eye, rose quartz 
and Lake Superior agate. 


Prices include tax and Send 


check or money order to: 


SAVOLAINEN CORPORATION 


Dept. TS, 


postage. 


222 Chestnut St., Virginia, Minn. 




















SHIRT AND BLOUSE BOOKLET 





Will hold 
18” x 12 
air-tight 
wuarantee 


4 Blouses, 


Sweaters, etc., in heavy. clear 
plastic 


booklet with full zipper for clean, 
re Real Value with money- back 
er by No. G 260. 

$1.00 postpaid 3 for $2.85 
Send for New, Free Catalog of Unusual Items 


DOWNS & CO., Dept. 8492-A, Evanston, Ill. 
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THE SECRETARY’S $ A855, 
CHARM BRACELET BOSTPAID 


Seven occurate miriatures of the secretary’s pro- 
fession, each beautifully Hamilton Gold-Plated and 
guaranteed perfect. Charms include posture chair that 





swivels, typewriter, desk, telephone, time clock, 
stapler, and adding machine. $4.98. 
Also available in Sterling Silver, $11.95, and 


Hand-Polished 14 kt. Gold, $79.95. 
Send check or m.o. now! Money-back guarantee. 


PERSONALIZED GIFTS CO. 110-S 
160 Fifth Ave., 


Dept. 
New York 10, N. Y. 













IMPORTED FRENC 
PERFUMES 


Samples from world renowned Pertumers. 
Supply limited—this offer may never be du- 
plicated at this low price. Order several sets 
NOW tor GUARANTEED PROMPT delivery. 
PERFUME IMPORTERS CO.. p.o. Box 264 
Dept. P-|82-G,Farmingdale, N. Y. 


24 BOTTLETTES GENU 




















10% BELOW WHOLESALE 


You can buy for your own personal use or sell to the 
Boss and Employees at wholesale prices and Profit a 
full 10%. Start your own ‘‘Inter-Office Buying Serv- 
ice."’ Thousands of Name Brands and Gifts galore. 
All Merchandise, Catalogs, and Prices Guaranteed to 
meet your satisfaction or your money will be refunded. 
No minimum order. Catalog deposit $1.00. 


BARD DISTRIBUTING COMPANY OF CLEVELAND 
4138-TS Bailey Ave. Cleveland 13, Ohio 














STOP MAKING MISTAKES IN 


ErNGaLtiskt 


With the new CAREER INSTITUTE METHOD 
you can stop making mistakes in English, build 
up your vocabulary, speed up your reading, im- 
prove your spelling, acquire real writing skill, learn 
the “secrets” of fluent conversation. Hundreds of 
men and women have become effective speakers, 
writers, and conversationalists—without going back 
to echool—by using the CAREER INSTITUTE METHOD. 
Costs little. Takes only 15 minutes a day at home. 32-page 
»klet mailed FREE upon request. Send card or letter NOW! 
‘reer institute, Dept. 14510, 25 E. Jackson, Chicago 4 


c 
34 














FREE cocteai y 4 S 
ENLARGEMENT, 
WITH EACH ORDER. 

WALLET 

wmeeetS 


$900 3: 


60 for 2 








Beautiful 
enlargement worth 
Ye FREE with 
your order for fa 
mous Roy Wallet 
Prints—orderallyou 
need for swapping— 
perfect for job, 
school, passport, and 
ACTUAL SIZE all identification 
(2'4” x 3%") Send picture or neg- 
2 ative with your or 
SATISFACTION ier. Satisfaction 
GUARANTEED — guaranteed. 
ROY PHOTO SERVICE, Dept. 99 


(P.O. Box 644, New York 1, N.Y.) 


portrait 


for hanging over crib or nursery door, 


this is a really new baby-gift idea. Older 


children will like them, too. Complete 
with hanging wire, $2.98, postpaid, for 


six letters; 20 cents for each additional 
letter. From House of Wood, Dept. pn k 
175 Route 17, Wood-Ridge, N. J. 


TREAT YOURSELF to glamour for the 
holidays. Why not turn that old-style, 
worn-out fur coat into a beautiful top- 
ping for best party clothes? Mor- 
world’s oldest and largest one- 


your 
tons, the 
price fur service, can perform magic with 
old furs. Let them remodel your coat into 





or jacket for just 
$22.95. Send for your free copy of Mor- 
ton’s 1958 Fur Fashion Book and choose 
from than thirty of the smartest 
You're certain to find the perfect 
. Write Morton’s, 
312 Seventh Street, N. W., 
B.C. 


a smart new cape, stole, 


more 
styles. 
one for you and your fur 
Dept. G-307 
Washington 


word for this matched 
sturdy, 
plaid. Originally designed for little 
quickly taken 


and are 


VERSATILE is the 


toy luggage of waterproof red 
girls, 
the cases 


little 


were ove! by 


(and bigger) boys, now in 





adult who sees them. 
Their uses are many—for carrying school 
books, doll 
picnics, swimming and sports gear; for 
overnight trips. Endless play possibilities. 


demand by 


every 


lunches, cosmetics, clothes, 














They hold almost anything, including 
each other (graduated sizes can be 
SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 
CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 


+ 5 aR et a. 
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nested). Sold singly or in sets, they come 
in three sizes—13 by 10 by 4' inches, 
$3: 12 by 82 by 4 inches, $2: 9 by 7 by 
3 inches, $1.29, plus postage. All three, 
only $5.98, postpaid. From J & J Novelty 
Co., Dept. TS, 653 Broadway, New York 
12, N.Y. 


BAROQUE GEMSTONE JEWELRY is beauti- 
ful, sturdy, and looks much more expen- 
sive than it actually is. All the metal 
parts are made of anodized “Supra,” 
which is guaranteed not to tarnish. These 
unusual stones are wrapped with wire 

cannot come loose. A lovely gift for some- 
one special, or you can hint for them 
yourself. Bracelet, necklace, and earrings 





of mixed stones or your choice of one— 
amethyst, rose quartz, tigereye, Lake Su- 
perior agate, Montana or Mexico blue 
agate, obsidian, and chrysocolla. Ear- 
rings, $1.95: bracelet, not shown, $3.95; 
necklace, $6.95, postpaid, Federal tax 
included: from Savolainen Corporation, 
Dept. TS, 222 Chestnut Street, Virginia, 


Minn. 


FRAGRANCE AT YOUR’ FINGERTIPS 
wherever you may be—is possible when 


you have one or more of these charming, 





gold perfume flacons. Purse. and desk- 
sized, 1% inches high, with a spillproof 
inner glass bottle, flacon releases per- 


Panel Embossed 


WALLET 


PHOTOS 
ppc ( 


We pay postage 
no other charges 


y size: 2’ X 3,6 


moken: 















we 


Beautifully printed on expensive-looking 
silk finish, double-weight studio paper 
with panel edge — perfect as gifts to 
classmates, friends, relatives...for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 photos 
from one pose — or $2 for 60 photos. 
Order NOW — from the largest mail 
order photo studio in the East. Satisfac- 
tion and quick delivery guaranteed. 


BOX 10 * NEW YORK 1, N.Y. —— — 











—FOTO PLUS * Dept.S ° 


WANT A 5x7 STUDIO 
PORTRAIT 


Rush by return mail my Wallet Photos as checked below: 
| (C 25 Photos. $1 enclosed. () 60 Photos. $2 enclosed. 








| [] Include my 5x7 mounted Studio Enlargement with my Wallet En l arge ment 
Photos. | am enclosing 25¢ (Additional Enlargements 59¢ each). : 
| Enclosed is photo, snapshot or negative, to be returned unharmed with wallet order ? 
only extra 
| NAME mounted in Exhibition 
(Please Print) Easel Frame 
| ADDRESS [) Check here if you 


desire 5x7 offer 








= ONG STA EEE 
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101 Office Short Cuts ; Money Worries ? 


Valuable as a dictionary is 
newly revised edition of test- 





Learn to beat Installment Pian Biues! Simple! 


Sure! Can save you money of it Send 
ed tips compiled after 3 only one dollar for your copy of eye-opening 
years of research Best book Beat INSTALLMENT PLAN BLUES 


business book I’ve read in 
22 years of teaching’’ says 
Chicago Instructor. $1.98 
REAL NEW BOOKS 
Box 1432-T, GPO, NYC 1 


| 

t 

' 

' You'll be mighty glad you did Money-Back 
' Guarantee, of course! (Limited edition o 
‘ HURRY! 

' McKENZIE, Publisher 
' Box 2086, Potomac Station, Alexandria, Va. 
bLeeeeeesee eeeeeeaaeaenaeauaseae 


Leeeaeaneeeea 

















NEW, LOVELY 
“LAMPLITE”’ 
THERMOMETER 
Only $1.25, ppd. 


Guaranteed accurate unit en 
closed in miniature black lamp 
> gold base for standing 

esk table, or shelf, Gold 
bracket for hanging on wall 
Tops in beauty and efficiency 
Tarnish-proof, 5” high. In lovely 
gift box, only $1.25. postpaid 
Satisfaction guaranteed Free 
wift catalog 


ROSLYN SHOPS, *4;25,BEtt BLvo. 


Instant beauty 
for your lips 


LIP-LINER to trace a pretty 
mouth in light or dark red, 
fill in with your favorite 
lipstick 

LIP-GLOW to touch your 
lower lip with an inviting 
come-hither. 











Both only $3.50 in- 

cluding tax and post- 

i ae ALMOST A CPS? 
- 4 Use our new comprehensive intensive course for 
the section you missed (10.00). New candidate? 
Our study guide (3.08); tests (3.08): bibliog- 
raphy (1.00); texts or correspondence course 
(write for prices) will help you. Five years suc- 
cessful use internationally by students, colleges 











CUSTOM 
COSMETICS by 




















BOOK MANUSCRIPTS 


CONSIDERED 


Sy cooperative publisher who offers authors early 
publication, higher royalty, national distribution, 
ind beautifully designed books. All subjects wel- 
comed. Write, or send your MS directly. 
GREENWICH BOOK PUBLISHERS, INC. 
Atten: MR. BIDDLE 489 FIFTH AVE 
NEW YORK 17, N. Y. 
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Dept. TS,510MadisonAve. & corporations. Business Research Associates 
New York 22, N. Y incerporated, PO Box 7093, Long Geach 7, 
? ‘ ic California. 
NAME & , : : ~_ 
1000 avonessissers $1 | Dictation Disc now offers LRP 
SPECIAL XMAS OFFER xX S 
SPECIAL REDUCED PRICES Coe 
Any 3 different orders $2 ppd. pn es enso Mg ee 
Sensational bargain! Your name on its comp ete sets 0 — ’ 
mS 45 rpm Records! xt y ‘*< 
Packed with FREE Plastic GIFT ~~ 
BOOKS, ‘cardan ete, 1000, onky | SEE PAGE ONE | Wie 
MiuaeW thadowianena.” (a 2! ,2P0. SPECIAL XMAS OFFER ea? 
mien Cenbaae ay Betis! pees, | SCTANON BWC CO., = 7 
Bide” Culver City 1, calltormia '§ 170 BROADWAY NEW YORK 35, N. Y 
35 





FROM COLOR FILMS TO YOU 
comes the 


MOST EXCITING 
NEWS 
IN BEAUTY 


the astounding and versatile 
KAMERA KLEAR BASE 


a scientifically prepare -d non-allergic product that 
assures PERFECT MAKE UP .. gives FLAW- 
LESS RESULTS ...CONCE ALS COMPLEXION 
PROBLEMS originally formulated for the 





celebrated STARS OF COLOR FILMS of ENG- 
LAND and the CONTINENT KAMERA 
KLEAK BASE guar: intees you \ ‘O*N E RAG iE wheth- 
er your desire is a “MATT” or “RADIANTLY 
DEWY” make up. It is so light in texture that 
it can be used as a base for your present liquid 
make-up. Yes, it defies the searching and critical 


scrutiny of the most powerful movie camera lens 
SHOWER or SWIM, it is WATERPROOF. Here 
is the FEATHERLIGHT, GREASELESS CREAM 
that is the most EFFICIENT .. . the most NAT- 
URAL LOOKING ... and the most FLATTERING 
MAKE-UP BASE FOR EVERY WOMAN 2 
Comes in four harmonizing shades 


BLOND DARK «+ FAIR BRUNETTE 


DARK BRUNETTE * SUMMERTAN 
Only $2.75, tax included and postpaid, for a 6 
months supply with normal usage. Use it for 10 


DAYS FREE 

Specify shade 
or money 
please) to 


if not delighted, return for full refund 
desired and act now Send check 
order, do not send cash, (no C.O.D.'s 


NAT ROBBINS 
171 Madison Ave., New York, N. Y. 
“Another NAT ROBBINS quality |IMPORT'’ 





MAKE MONEY WRITING 


. - Short paragraphs! 


to be a trained 
Hundreds now 
on short paragraphs. 
to write, where and how to sell; and supply big 
list of editors who buy from beginners. Lots of 
small checks in a hurry bring cash that adds up 
quickly. No tedious study. Write to sell, right 
away. Send for free facts. 


BENSON BARRETT, Dept. 115-K, 7464 North Clark 
St., Chicago 26, Illinois 


author to make 
making money 
I tell you what 


You don’t have 
money writing. 
every day 








ACTUAL SIZE 
22 x 342 























FROM THE . 
7 WORLD'S FOREMOST 
WALLET PHOTO PRODUCER 


That's right .. . TWENTY-FIVE 
wallet size copies of your graduation 
picture, Ideal for giving friends, rela- 
tives, or attaching to college applica- 
tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 
graduation picture or glossy print. Your 
original will be returned unharmed with 
order in a very few days. Minimum 
order: 25 pictures from one pose. 
Satisfaction guaranteed or your 
money back. 


™ '™ LARGA-PIC — BOX Z-20™ 












: BROOKLINE 46, MASS. : 
© Enclosed is $ for pictures * 
= Name . 
4 ft 
e Address nantes ¥ 
: City Zone( )State . 
See 2 eB SBeSB SB Bees ee BB eee ee 


w 
~ 
o> 





GLEAMING GLAMOUR BELTS 


Highly polished guaranteed non-tarnishable solid brass 
belts completely adjustable to fit any waist. Fashion 
smart for day or evening, sport or dressy wear. You'll 
love both the link (above) and medallion (below) styles 
Ideal gifts, too. Satisfaction gvoranteed! @@ 95 
Send check or M. O. Postpaid, each be - i? 


RUTH ALLEN & CO. obept.s, 4726 osage ave., Phila. 43, Pa 








DO YOU WEAR GLASSES? 


BANISH STREAKS FOREVER 


LENS -WICK 


NEW miMacit ETE GiassS Clianee 
CLEANS—POLISHES—PROTECTS 
Helps Prevest Feggag. Soding, Scratching 


Leones 





om Pex 


One veae s “aneeat 


2 for $40 


Se tese ee ttes Ge amas rere 


‘MARTIN ENTERPRISES “.5° 














EVERY SECRETARY SHOULD GIVE 
HER BOSS MINK FOR XMAS! 
Yes, flabbergast him with MINK! 


Genuine Ranch 
Mink Bow Ties 


each, ppd. 
$3.95 3 for $10 





Genuine Ranch 
Mink Covered 
Can-Bottle 

Openers a } 


Rhinestone Trim 





each, ppd. 
6 for $10 


MeceDANIEL 
903 S. Glenstone 


$1.95 
FURS 
Springfield, Missouri 






















WOW! ..u 


15 minutes of dictation on every 
45 rpm Dictation Dise Record! 



















SEE PAGE 1 


DICTATION DISC CO. 
170 Broadway, New York 38, N.Y. 





$4,000,000 
IN PRIZES WON! 


You, too, can win your share of 
these Big National Contests for 
CASH, CARS, HOMES, TRIPS, just 
as our Students do who know the 
secrets of the “School of the 
Stars.” Send today for FREE “‘Con- 
fidential Contest BULLETIN” with 
winning helps for the biggest 
contests now on .. no obligation. 


SHEPHERD SCHOOL 


1015 Chestnut St., Dept. T, Phile. 7, Po. 
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skin. 
with 
Distinctive 


the 
comes 


when touched to 
Each one holds an ounce, 
funnel for easy transferals. 
two- three-letter monogram adds a 
personal touch. A wonderful office or 
stocking gift. Specify round or oval shape 


fume only 


or 


and underline letter of last name. Just 
$1.50, postpaid: from Milo Fashions, 
Dept. TZ3, 58 Buffum Street, Lynn, Mass. 


IT’S TIME FOR TWEEDS AGAIN, and here 
is the perfect shoe to complement your 


favorite suits and skirts this fall. Both 
good-looking and comfortable, a rare 
combination, the “Tylet” can be yours in 


any of this season’s four fashion-right 





mocha, black, red, or white 
leather. Sizes 3 to 10, $12.95: 10'/ to 12, 
$13.95: plus 25 cents each pair for mail- 
ing. All sizes AAAA to C width from Sol- 
by Bayes, Dept. TS, 45 Winter Street, 
Boston 8, Mass. 


colors 


HERE AT LAST—a push-button toothpaste 
dispenser that takes the guess and the 
mess out of brushing. No more squeezed- 
out tubes, lost caps, dried-out paste, or 
messy sinks. Made of sturdy, lightweight 





plastic, Denta-Matic needs only 6 inches 
of wall space, brings its own adhesive, 
and serves you an exact brush length of 
paste. It completely empties every tube, 
holds all sizes and brands. For a switch, 
try shaving cream, too. Just $1.98, post- 
paid; from the Whee-Lock Sales Co., 
Dept. D-85, Staples, Minn. 
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Tonic for a fall wardrobe 


Rhoda Lee's dacron and cotton blouse 
(oa Springmaid fabric) with a lace- 
frosted jabot. Sizes 32-38 in 
white, pink, blue, and beige 
About $4. For the store in your 
orea, write to Today's Secretary. 
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Sanforlan wool—it’s 
washable—is used for 
this plaid sheath dress 
by Sue Brett. Sizes 5- 
15; $17.95. In brown, 
red, and blue with 
white. Available at Saks- 
34th, New York; and 
Chas. A. Stevens, Chi- 
cago, 


One length of Sanforlan 
wool is all that’s needed 
for this plaid sheath 
skirt. Pattern is by Sim- 
plicity, Number 2196. 
Skirt is shown here with 
a companion flannel 
blouse. Simplicity pat- 
tern, Number 2193. Be- 
cause they carry the 
Sanforlan label. these 
Juilliard wools are wash- 
able and will not shrink 
out of their original fit. 


Cc 


{ecent on accessories. 
Elongated grained leath- 
er bag with a self-han- 
dle by Jana. In blac k, 
about $18. White shortie 
Launder Leather gloves 
hy Alexette-Bacmo. 
fhout $4. Stitched 
Launder Leather belt, 
by Dame Belt, about $4. 


D 

Ruffled shirtwaist dress 
of Dohskin Challis by 
Princess Junior. Print is 
a brightly flecked tie- 
silk pattern in red, 
black, or green. Sizes 5- 
15, about $12. Carries 
the Sanforized tag. 
fvailable at Carson 
Pirie Scott, Chicago: L. 
S. Ayres, Indianapolis ; 
Bullocks, Los Angeles: 
Hecht Brothers, Wash- 
ington: and Loveman’s, 


Minneapolis. 
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THE FOUNDATION of every fashion is the founda- 
tion garment beneath it.” says Betsy White, fashion 
consultant for The Formfit Company. 

“The costliest gown from Paris can look like a sack 
tied in the middle if your figure is not smoothly molded 
in properly fitted and styled foundation garments, Con- 
versely,” she adds, “we have all seen models (who know 
the value of the right foundation) look like a million in 
simple, inexpensive dresses.” 

Why not take your cue from these models. You'll find 
that your clothes will fit better and look better 
will you—-when you wear the proper underpinnings. 

The first step, advises Miss White, is to build a ward- 
robe of undergarments to complement your wardrobe of 
dresses, suits, and separates. 


-and so 





Here's what you should have: 
|. Four or five regular bras—cotton for nine to 
five, plus one or two dainty nylon bras for dressy 


wear. 
2. One strapless bandeau or brassaliere. If you 
have “spare tire” problems, choose a brassaliere. 


3. Two or three girdles 





one to wash, one to wear. 

1. Two pantie girdles—one brief to wear under 
shorts, one with slightly longer legs to wear 
under toreador pants. 

5. Special items demanded by your outer fashions- 
such as a convertible bra to wear with scoop 
necklines or halter tops, or a low-back bra to 
underline that new barebacked date dress. 

“If you have black or dark-toned dresses in your closet, 
be sure to include a black girdle and black bras in 
your basic undercover wardrobe,” suggests Miss White. 
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The costliest gown can 
look like a sack tied in 
the middle without the 
proper foundation garment. 





Never iron a girdle. 
High heat will ruin elastics 
and delicate fabrics. 


WHEN you sHopP for bras and girdles, Miss White ad- 
vises that you enlist the aid of an experienced fitter in 
the foundation department. “Her services are free, and 
it's your assurance of getting just the right style and 
size for your figure,” she says. “It’s smart—fashionwise 
and budgetwise.” 

When you have completed your wardrobe of under- 
garments, be sure to take proper care of them so they'll 
last long enough to really give you your money’s worth. 
Rubber elastic, which contributes so much to fit, com- 
fort, and control, is fragile stuff and needs pampering. 

There are three ways you can add to the life of your 
bra or girdle. 


1. Give your garments, especially your girdles, at 
least one day’s rest between each wearing. Elastic 
loses its “spirit” when it is stretched continually, 
day after day, without respite. 


2. Wash your bras and girdles after every second or 
third wearing to remove dirt and perspiration be- 
fore they have a chance to break down the elastic 
and fibers of the fabrics. (You'll want to anyway, 
for the sake of personal daintiness. ) 

How you wash your underpinnings is every bit 
as important as how often, says Miss White. Rough 
handling and high heat will ruin elastics and deli- 
cate fabrics. 

Her recommendation is a rich suds of mild soap 
flakes and lukewarm water. Gently squeeze and 
squish the suds through the garments, and rinse 
twice in clear, lukewarm water. 
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Give your garments at 
least one day’s rest 
between wearings. 












Wash girdles and bras 
after every sec ond or 
third wearing. 





Roll the garments in a turkish towel to absorb 
excess moisture, then toss them over a line or 
shower rod to dry—away from sunlight and radi- 
ators. Smooth out the seams while still damp, and 
skip the ironing routine. 


3. Put on your bra and girdle the right way. They'll 
not only last longer, they'll be more flattering to 
your figure, more comfortable to wear, and much 
easier to put on. 

To don a bra, slip the straps over your shoulders, 
hook the bra, and adjust the straps. 

To take the “huff and puff” out of putting on 
your girdle, do it this way: Turn the garment par- 
tially inside out, with the waistband folded down 
to the garters. Then step in and pull the folded part 
to the thighs. Next, grasp the waistband and pull it 
up into place. 

This method works for both girdles and pantie 
girdles of the pull-on variety (without zipper or 
hook opening), according to Miss White. To take 
them off, fold the waistband down and ease the 
garment off. 

Most important, never tug at a girdle with your 
fingertips. Girdle fabrics can’t stand sharp digging 
and pulling. Instead, cup your hands and use the 
long, flat finger surfaces to grasp the garment and 
pull gently. 


“If you treat your undergarments kindly,” says Miss 
White, “they'll repay you with long-lasting fit and 
flattery.” 


41 








The COMPLETE Typewriter 

















Oo 2 eae LOR wenmgpalle 
Pepa hah S ey by rug lom, 
aor et lyk 2 

@Y. OG =~ 7 — €, ys 











OvLere 


@) 2 a. 

- eS 7 Cw ves 
mt A ag PZ 
Pig OO gg Pie 
ot » tt 2A. 

@- 6 +-*0-~ 
— + —ae® 

OD thle umd) — fw 


(Key to shorthand on page 52) 


BY ALAN C. LLOYD 
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BY FLORENCE ELAINE 


ULRICH 


Director, Gregg Awards Department 


Salaries have never been higher eb 


Opportunities never more plentiful 


RIDE IN ACCOMPLISHMENT Is a source 

of great satisfaction! The efficiency 
that will enable you to work intelli- 
gently side by side with an executive 
offers a thrilling opportunity for ad- 
vancement and an attractive salary. 
Businessmen are more appreciative than 


ever of loyal, efficient, and co-operative 


service, because experience shows that 
these qualities are not in_ plentiful 
supply. 

Steady application in getting out a 


day’s work is rated of first importance 


in schools and in the office. A show of 
interest in your work creates a harmony 
and co-operation that will be as pleasing 
to your coworkers as it is essential to 
your progress. Be willing to undertake 
whatever task presents itself to be done. 

In addition to developing typing 
skills, shorthand and transcription speed, 
and accurate spelling and punctuation, 


develop the habit of giving fully and 


willingly of your time in learning every- 
thing you can about the work you plan 
to do. 

Your chance of molding a fine, happy 
business career depends on you alone. 
If you are a student, your teacher may 
instruct you in the fundamentals of busi- 
ness and train you in the specific skills 
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T’S 


TO 
YOU 


you need, but your progress will depend 
on you. 


T° MAKE YOUR STUDY and practice more 

interesting and exciting, this depart- 
ment offers a wonderful incentive pro- 
gram—attractive certificates and pins 
that you may earn as you progress in the 
course. Study and practice for profi- 
ciency become pure joy when you can 
stretch for a goal and reach it. 

For instance, in shorthand you may 
earn membership in the Order of Gregg 
Artists simply by devoting a little prac- 
tice to the perfection of your notes. 
Two tests are published on page 44: the 
Junior OGA Test may be taken by any 
student who has finished five lessons on 
the Manual; Senior Membership is for 
the advanced shorthand student, secre- 
tary, teacher, and reporter. These tests 








should be practiced until suitable im- 
provement in the accuracy and read- 
ability of your notes has been attained. 
Then write and submit a copy of the 
test to this department for membership 
in the Order of Gregg Artists. You will 
be proud to have the certificate that en- 
titles you to wear the gold OGA Pin— 
the shorthand emblem worn by Greggites 
al! over the world! Take the OGA Test 
this month. Instructions for submitting 
your manuscripts for membership are 
given with the tests. 

Arrange time for practice of the Com- 
petent Typist Speed Test, too. The C T 
Test on page 46 may be practiced during 
the month until you have obtained the 
highest possible speed on it. You may 
be able to increase your speed 10 to 20 
words a minute during this practice. Try 
it and see! Attractive certificates are 
offered at speeds attained from 30 words 
a minute. Lovely pins are available at 
50, 60, 70, and 80 words. 

Junior and Senior Membership in the 
Order of Artistic Typists testify to your 
typing accuracy. 

Strive to increase your hourly rate of 
production on letters and other business 
forms. Secretaries will tell you that it 
is much more fun to turn out 50 to 100 
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letters a day than it is to watch the 
clock! 
such a glow of satisfaction at the end 
of the day! 


The certificates and pins available to 


Time goes faster. and one has 


you in the shorthand speed tests (both 
3-minute and 5-minute tests), transcrip- 
tion of office-style letters. filing. book- 
keeping, and shorthand theory are be- 
coming more and more popular. Why? 
Because they challenge your ability and 
skill! Three hundred thousand applica- 
tions are received each year from 
students who are stretching to reach 
the goal of proficiency each award rep- 


resents. 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 

Practice this test as many times 

as you like, trying to geta 
i light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 
in narrower columns; you may use 
either blank or ruled paper. Shorthand 

notebook paper is fine. 
Your writing may earn you a 
Junior O G A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of vour ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good porportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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ID YOU RECEIVE the 60-word shorthand 
speed certificate last month? Win the 
this Did 
qualify for the 30-word Competent Typist 


Stretch for 40 


80-word award month! you 


Certificate last month? 
words this month! 

Interest, enthusiasm, and practice will 
enable you to sprint from one speed 
plateau to the next and give you time 
in between to brush up on theory and 
accuracy techniques. 

There is no better time than now to 
set your sights for a brilliant career in 
business and to plan a program for at- 
taining it. Youll have fun putting that 
plan to work if you strive for the awards 


that mark off the course. Your harvest 


depends entirely upon your foresight, 
ambition, and efficiency. 

Management is confronted with the 
problem of satisfying an unprecedented 
demand for goods and services on one 
hand and an acute shortage of office help 
on the other. There is a terrific amount 
of paper work involved in the transac- 
tions that go over a manager's desk in 
every department, and these men would 
give almost anything to obtain the right 
kind of service, co-operation, and _pro- 
ficiency. 

Never before has Fortune smiled more 


graciously. Remember it is up to you. 
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Mr. Allan Selby, The Miller Import-Export Company, 
419 Seventeenth Street, Bayonne, New Jersey. Dear 
Mr. Selby: I am sorry to hear that your company is 
having so much trouble with the typewriters purchased 
from us just a few months ago. These machines were 
examined carefully at our factory before they were 
shipped to your offices. That means that they were in 
A-1 working order and with a certain amount of care 
should stay that way. 

This morning I spoke to one of our servicemen, who 
has been over to your offices several times. From what 
he tells me, your girls are not taking care of the machines 
as they should. A typewriter is a fairly sturdy thing, 
but it needs to have a little attention to keep it that way. 

I am attaching a list of ways to lengthen the life of a 
typewriter. Perhaps you could duplicate it and distribute 
it to your typists, stenographers, and secretaries. If they 
do the things listed, I am almost sure that you will have 
no more trouble with our typewriters. Rest assured, 
Mr. Selby, that we stand behind our product and will 
not be satisfied until you are perfectly happy with our 
machines. Cordially, William C. Martin, Service Man- 
ager. Enclosure 
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OAT 
JUNIOR 


Center this letter neatly and 
attractively on a sheet 
of plain paper. 


l'ype carefully, striving for: 

(1) accuracy—no strikeovers or 
typographic errors, (2) neatness, 

(3) good placement, 

(4) proper indentation, 

(5) correct spelling and punctuation. 
Leave a blank line between 
paragraphs, even in single-spaced 
material, 





rO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents for 
each OGA, OAT, or 50-word CT pin; 
75 cents for each higher-speed CT 
award, * Test applications received 
without fees are held thirty days only. 
* Be sure your name and address ap- 
pear on your paper. * Any group of 
papers submitted should be accompa- 
nied by a typed list of names, desig- 
nating the award desired by each 
candidate. * Each Competent Typist 
Test must be certified by the timer. 
The certification should read as fol- 
lows: “I hereby certify that I timed 
this test for exactly ten minutes and 
that it was written in accordance with 
the rules.” * October copy is good as 
membership tests for OAT, CT (page 
16), and OGA awards until November 
20, 1957. 











OAT 
SENIOR 


To win a Senior Award, candidates 
are required to submit this 

month’ S ¢ omple te produc tion proje ct 
the Junior Test (the letter appearing 
above) and a corrected 

copy of the Senior Test 

alongside. Use 

plain paper for the Senior Test. 


Practice both tests until 

you are satisfied that you have 
produced your best work 
then submit both tests for the 
Senior Award. 
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OCTOBER COMPETENT TYPIST TEST 








Tv compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 
(This copy should be double spaced.) Words Words 
Many people have said that with the 7 for planning or for other creative work. 318 
advent of automation, the office worker 15 In this way, the new equipment will 326 
will be a thing of the past. Why, they 23 give the office worker a chance todoa 334 
ask, should an employer want to be 30 more satisfying job. 338 
bothered by lateness, demands for 37 Though it will most likely be quite 345 
raises, and personality problems, when 45 a while before the small businessman 353 
he can own a machine that is more ef- 52 can afford to buy or rent one of the new 361 
ficient and gives him far less trouble 60 machines, he probably will be able to 368 
than a human staff? 64 adapt some of the gadgets or ideas to 376 
It is true that modern business ma-_ 71 his needs. Large firms, especially in 384 
chines do merit such adjectives as 78 such fields as banking, insurance, and 392 
amazing and fantastic. Problems that 85 transportation, will receive most bene- 399 
once needed hours of brainwork can 9g2_. fit from the change. 404 
be solved by one of the new calculators 100 Since, as future office workers, you 411 
in minutes or sometimes in a few sec- 108 will probably be affected by automa- 18 | 
onds. These devices can add and sub- 115 tion, how can you best prepare yourself 426 
tract, multiply and divide at tremen- 122 for the changes it will cause? First of 434 
dous speeds. And, too, there are now 130 all, you can become as competent as 441 
some electronic brains that have mem- 137 possible in the use of basic clerical 449 
ory; they can record information, store 145 skills. If you have good skills, it will 457 
it, and then produce it when it is called 153 probably be easier for you to learn how 465 
for. Why indeed should a businessman 161 to use the new devices if you have to. 473 
hire a large staff of workers when he 168 It might also be a good idea to try to 481 
can save his time and his money with 176 become familiar with as many machines 489 
this type of automatic equipment? 183 as you can; learn how they operate and 497 
This is the kind of talk we always 190 what their particular purpose is. In ad- 505 
hear when people are faced with new 197 dition, you should find out all you can 513 
ideas or inventions. The introduction 205 about automation—what it is, how it 520 
of the wheel probably met with the 212 will affect you, and how soon changes 528 
same kind of frightened reaction; 219 will take place. This background of in- 535 
when the industrial revolution came it 226 formation will help you find a better 53 
was also said that men would soon be 234 and more satisfying place for yourself 551 
replaced by machines. But new inven- 241 in the business office of tomorrow. 558 
tions, though they may temporarily up- 248 And finally, it is well to remember 565 
set the order of our lives, provide men 256 that there are many important things 573 
with more comfort and more leisure 263 that a mechanical device cannot do. No 581 
time in which to enjoy themselves. 271 matter how complicated it is, no ma- 588 
In the office, automation will relieve 278 chine can think creatively. It has no 596 
the worker of dull, tedious jobs. It will 287 imagination to use. All its work must 603 
cut down the time now spent on billing, 295 first be planned for it. True, it can solve 612 
filing, sorting, and keeping records; 303 a particular problem, but it does not 62 
and the time thus gained can be used 310 know the significance of the answer. 627 


(Repeat from the beginning to complete ten-minute test.) 


Written especially for Gregg Awards candidates by Ruby Grossman 
46 TODAY’S SECRETARY @ October, 1957 








Net Lac 


= Senn 


ee 





ee 


va Tal 4 








TRANSCRIBING SPEE D PRACTICE 





a The material below is the same as the C.T. Test across the page, and it is provided so that you can test and compare your speeds of typing from print and 
from shorthand. Compute your rate on this word-counted material in the same way you do when typing the C.T. 
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WHAT ARE 





DOING ABOUT GOVERNMENT? 


RE YOU JUST a secretary? At five 
o'clock (or 


last letter has been written and the type- 


/ 
thereabouts) when the 
writer is covered for the night, you have 
time to be something else as well. The 
girl who goes home every night and does 
nothing but get ready for the next day at 
the office is soon going to find herself 


caught deep in the rut she has worn 
en route. 
Some outside activities and interests 


not only make life more fun, but make 
you a more interesting and efficient per- 
son in the bargain. It's the same prin- 
ciple that has made the coffee break 
such an accepted part of office routine, 
and with it in mind, we are from time to 
time, going to explore some of the activi- 
ties we think you might find interesting 
and rewarding. 


woRK is_ both. 
should be) 


everybodys business, and there are a 


POLITICAL VOLUNTEER 


Good government is (or 
variety of ways that you can make it 
yours. 

If you're an avid partisan, volunteer 
your services to the local group of your 
party. Chances are you'll be as surprised 
as we were to discover how very much 
they need your help, and that the need 
continues all year—not just during elec- 
tion time. “Business girl volunteers are 
the heart of our organization,” declared 
the head of a women’s auxiliary group 
in New York City. (We'll remain strict- 
ly out of the political fray and not 
mention which one.) They have a whole 
crew of night volunteers, many of five 
or six years’ standing, who spend time 
each week typing records, transcribing 
speeches, and handling the files and 
mailing lists. However, if you don’t feel 
toward a 


inclined busman’s holiday. 


there are many other jobs to be done— 
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telephone work, manning headquarters 
during campaigns, and dispensing infor- 
mation to the public about such things 
as registering and absentee ballots. 
(And you learn about them yourself in 
the process.) This organization also of- 
fers a six-week course in practical poli- 
tics for anyone interested in knowing 
more about what makes our government 
run. There is almost certain to be a simi- 
lar organization in your area. Why not 
call them up and see what they are do- 
ing? Or. if there isn’t such a group, 
contact your local district leader about 
the possibility of starting one—and be 


ready to assume an important role. 


(NOTHER POSSIBILITY is the League of 
Women 


tisan organization that offers many ways 


Voters, a nationwide, nonpar- 
to learn and serve in an atmosphere of 
With a national 
membership of more than 126,000, the 


League is one of the nation’s leading 


fun and friendliness. 


political action groups. Believing that 
good government doesn’t just happen— 
that each of us has a job to do in mak- 
ing our self-government work, they are 
devoted to encouraging all citizens to 
understand and participate in the affairs 
of government. In a recent article, they 
count as their greatest hidden asset the 
hours of work 


many volunteered by 


members. As a nonpartisan organiza- 
tion, the League does not support or op- 
pose candidates or parties, but it does, 
on the basis of membership agreement, 
support or oppose specific measures. 
Their program is so wide-reaching it is 
match 


your particular interest. They maintain 


certain to include activities to 


a year-round voters information service 
and, like the women’s auxiliaries. con- 
’ . 
duct workshops in 


practical politics. 


During elections, candidates meetings 











are held and pre-election sheets are dis- 
tributed. Field trips to government agen- 
cies are sponsored by the League: and 
local, state, and national issues are in- 
terpreted in its publications. Both day- 
time and evening meetings are held and 
membership is open to everyone in- 
terested in learning about the problems of 
our government. 


INVESTIGATE THESE POSSIBILITIES and any 


others which may exist in your own 
town. The opportunities are unlimited. 
Political volunteer work is a field open 
to women of any age or inclination. Al- 
though specific talents, such as writing 
or painting. will be put to good use, this 
is one activity which has no specific re- 
quirements beyond your own interest 
and enthusiasm. 


Even if you dont join an organized 


group, there is much you can do to 
promote good government. Edmund 


Burke, a famous British statesman, said, 
“The only thing necessary for the tri- 
umph of evil is that good men do noth- 
ing.” This is especially true in a de- 
mocracy. A successful democracy needs 
“whole” citizens—informed voters ac- 
tively working to support good govern- 
ment. Be aware of this. Learn all you 
can about our government. Talk about 
it (and watch the men in your life take 
notice), and encourage others to do the 
same. At election time, offer your serv- 
ices at the polls: encourage people to 
register and vote: baby-sit for those 
parents who might not otherwise get out 
to vote. 

These are only a few possibilities. 
Many more will occur to you along the 
way. The most important thing is to 
realize that good government is every- 
hody’s job—and to make it yours, too. 
A good citizen is an active one. 
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HERE'S 


CONVENIENCE @0a0 


With These Top Quality 
WELDON ROBERTS ERASERS 


SPIRAL 
PAPER 
WRAPPED 





for quick, easy, 





“pull-string” pointing ’ 
Convenient pencil length and 
balance. Rubber stays fresh, 


protected by its paper wrapping. 
Save your time and temper by 
using these neat-and-fast-work 
ing Weldon Roberts Erasers. 


vray 


Wale hon Rotedts Gana 


Ask your office manager 
or stationer for them. 
WELDON ROBERTS RUBBER CO. 
Newark 7, N. J. 


World's Foremost Eraser Specialists 
FOR ERASING ® 
BALL POINT INK & LEAD. 


No. 138 BALL POINT. New formula 
GREEN RUBBER, particularly developed. 


FOR ERASING INK, TYPING, . 
BUSINESS MACHINE WRITING. 


No. 378 Graypoint. Businesslike gray rubber. 


wey Ft Ma aia oe gs “4 
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Correct Mistakes in Any Language 












HOWARE 949 
YOUR WPMS s 


WORDS-PER-MINUTE IS YOUR 
BATTING AVERAGE AS A STENO. 


WANT A RAISE IN SALARY? 
RAISE THOSE WPMS!!! 


@ For More Speed and 
Accuracy on Your 
Present Job. 


@ To Qualify For A 
Better Job. 


@ For Students Who Need 
Lega!, Medical, General 
Business Dictation Practice. 


KEANE RECORDS 


45 RPM Extended Play Records 
Actual Business Letters Dictated at 
Speeds From 60 To 130 WPM. 


DICTATION 
PRACTICE 


Send $1.50 Plus 35¢ Postage For Your 
Sample Record. Specify Speed—60, 80, 90, 
100, 110, 120, 130 WPM 


California Residents Add 4°; City, State Tar 


KEANE RECORDS 


809 South Hobart Boulevard, Dept. E 
Los Angeles 5, California 














THE COMPLETE 
TYPEWRITER 


(Key to shorthand on page 42) 


1. Stationery in continuous rolls— 
makes letter placement easy. 

2. Paper cutter for chopping off 
letterheads. 

3. Equipment for microfilming letters 
as they are typed—no need to make 
carbon copies. 

4. Convex mirror for looking at the 
typing in your machine without turning 


your head away from your notes. 





5. Concave mirror for watching your 
boss over your shoulder. 

6. Fan. 
Built-in notebook holder. 
8. Built-in 


glass. 


adjustable magnifying 
9. Notebook page-turner. 
10. Chinrest for use in studying 
shorthand notes. 


ll. Lever that machine 


makes the 
work just as though you were typing. 
iz, Tap for ice water. 

13. Facial tissue. 

14. Slot for dropping in coffee beans. 

15. Coffee spout: ribbon-rewind mech- 
anism grinds the coffee beans for you. 

16. Change maker for use in selling 
coffee. 

17. Lever for adjusting the height of 
the machine. 

18. Nail file. 

19. Extra hand for pulling window 
cord, closing doors. answering your tele- 
phone, and for other times when you 
wish that you had a third hand. 

20. When typewriter is in use, ther- 
mometer measures heat of machine. 

21. Words-per-minute meter. 


22. Alarm clock—oven style. 








YOUR ELECTRIC 


(Continued from page 26) 





FABRIC AND CARBON RIBBONS. Electric 
typewriters use either a fabric ribbon, a 
carbon-paper ribbon, or both. Because 
the carbon-paper ribbon is used only 
once, each character comes out especially 
clean and clear. Generally, the paper 
ribbon may be used only with a special 
attachment that costs about $35. 
ADDITIONAL POINTS. 

Is service quickly available? Is there a 
local representative in the community, 
or will you have to wait for repairs if 
something goes wrong? 

What color machine would harmonize 
with your officé furnishings? 

What carriage width do you need for 
your type of work? 


Words 


(Key to teasers on page 18) 





REPRONOUNCE: THEN SPELL 


1. accidentally; 2. accompaniment: 3. ant- 


arctic; 4. athletic: 5. genuine: 6. govern- 
ment: 7. hosiery: 8 length: 9. really; 10. 


tremendous. 


A BASIC LEGAL VOCABULARY 


l. hz 2. d: ‘3. a: 4. 
8.e: 9.2: 10. j. 


i a be &, a: 7. © 


WHAT'S THE DIFFERENCE 


1. An amateur is a person who does some- 
thing for pleasure rather than for gain, no 
matter how long he continues to do so. A 
novice is a beginner, one new in any aetiv- 
ity. 

2. A vocation is an occupation, profes- 
sion, regular employment. An avocation is an 
occupation pursued for pleasure rather than 
for gain. 

3. An economical person manages without 
waste. A frugal person practices simplicity 
in food, dress, and ways of living. 

4. Accurately, an audience is an assem- 
bly of hearers: spectators are an assembly 
of lookers-on. 

5. Lawyer is the general term for anyone 
in the legal profession. An attorney is a 
lawyer who transacts legal business for a 
client. 


ADDING “-ISE,” °-IZE,” “-YZE” 


-ise: 3, 6. 8. 9 
ze: 1, 2, 5, 10 
-yze: 4, 


SAME SPELLING, DIFFERENT MEAN- 
ING 


l. a. pre sent’, b. pres’ ent; 2. a. con’ duct, 
b. con duct’: 3. a. pro gress’, b. prog’ ress: 
$1. a. rei’ use, b. re fuse’; 5. a. mi nute’, 
b. min’ ute: 6. a. con vict’, b. con’ vict; 
7. a. com’ pound, b. com pound’; 8. a. es say’, 
ex’ tract, b. ex tract’; 10. 
a. es cort’, b. es’ cort. 

Note the change in the syllabication and 
vowel sounds in pairs 1, 3, 4, and 5. 


b. es’ say; 9. a. 
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OFFICE SHOPPING CENTER 











NEW AEROSOL AIDS end messy office 
hores! Two cases in point: Spra-Clean and 
Lectra-Spra. Spra-Clean is a solvent type 
cleaner that may be applied to manual type- 
writers, tabulating machines, and addressing 
plates. Lectra-Spra is a type cleaner with a 
quicker evaporating and harder cleaning 


Nenama- cate 


SPRA-CLEAN 


‘TPewertee « 





solvent for use on electric office machines, 
Both whisk dirt away and make type shine. 
There are no messy supplies to use—no 
costly evaporation, for you use every drop 
in the 12-ounce container. Both are nonin- 
flammable and contain no carbon tetra- 
chloride. Spra-Clean and Lectra-Spra are 
products of Panama-Beaver, Inc., Dept. TS, 
2633 Touhy Avenue, Chicago 45, HL. 


THE SPEED MESSAGE FORM is designed to 
dispatch short notes, instructions, questions, 
and memos of all kinds where an answer is 
not necessarily required or implied. This 
new form is a two-part, carbon-interleaved 
set. Size, 8'/2 by 7 inches, It provides an orig- 
inal and a carbon copy. The name and 





address are automatically positioned for use 
in a standard number 10 window envelope. 

In handling details where speed is the 
important factor, the Speed Message re- 
quires three simple steps: type the message ; 
snap the form apart; and mail the original, 
retaining the duplicate follow-up part. 

Samples of the Speed Message form and 
further information may be obtained by 
writing to the Carteret Printing Company, 
Dept. TS, 480 Canal Street, New York 13, 
N.Y. 


4 FORMULATION of 15 ingredients in Vik- 
ing Waterless Hand Cleaner protects as well 


is cleans your hands. Cleaner comes in wide- 
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mouthed, shatterproof containers with lids 
that snap on and off for easy accessibility. 
Container is handy, colorful, and reusable. 
In addition to the new plastic pints, the 
Viking Waterless Hand Cleaner is available 
in 6- and 16-ounce jars, gallon cans, and in 
bulk. For complete information on this 
product, write to the Viking Manufacturing 
Company, Inec., Dept. TS, 55 Middlesex 


Avenue, Natick, Mass. 


THE EFFICIENT SECRETARY never lets her 
boss forget an appointment or lose a memo. 
You can be a gal Friday in this respect by 
enlisting the services of this small, compact, 
visible-index file. Called “Peek,” it is a flat, 
embossed folder of about 9 by 6 inches. 
When open, it reveals two vertical rows, each 
with 12 pockets that hold any 3- by 5-inch 
card or note. Pockets open at the top and 


one side for easy filing or removal of cards, 
yet all cards are held firmly. Closed, the file 
is “4 inch thick. The Peek Instant-File is 
available in stationery, chain, and depart- 
ment stores for $1. Further information is 
available from the manufacturer, Peek 
Products, Dept. TS, Box 3334, Columbus 11, 
Q. 


THE SIDE SADDLE STAPLING machine 
reaches where an ordinary stapler can’t! It 
will make tubes out of flat sheets, fasten 
baskets, splice, and tack. It will also staple 
papers into a file folder so that they turn 
like the pages ola hook. May be used as a 
regular desk stapler—small enough to fit 





into your pocket! Finished with a red enam- 
el base and a black working head and uses 
any standard staple. It holds 105 staples. 
Price, $6.50. For additional information, 
write to the Lansdale Products Corpora- 
tion, Dept. TS, Box 568, Lansdale, Penn- 
sylvania. 


—_ 


fallow 


worker-who 


is not after 
















Here’s a desk mate who takes the 
guesswork out of your job... it 
always has the right answers to 
make you worth more to your 
boss. 

Free your mind of pesky details, 
have time for things that really 
count ... it’s easy with an EVER 
READY desk calendar to organ- 
ize your everyday routine. It’s 
also a good way to get ahead 
faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 














EVER READY 
CALENDAR 


MANUFACTURING CO. 


150 Bay Street 
Jersey City, New Jersey 
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Graffco never 
lets me down! 





— ae i seat 
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Signals for “Wertcal” Records 
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How I used to dread the sudden call 
for facts and figures. They were in the “yy 
records and on the maps ... but where? 

Now Graffco Signals and Maptacks 
spotlight all important classifications for 








instant action. And as reminders, they 


never forget! There is a special Graflco  Pheacgeis nant 
product for every kind of record hous- ~ Se - 


ing, maps and charts. HF rite for free 





color folder describing them all. 


SIGNALS 
Gra ff CO and MAPTACKS 
At your Office Supply Dealers . . . or 


GEORGE B. GRAFF COMPANY 
54 Washburn Avenue, Cambridge 40, Mass. 





































Cleans type CLEANERI 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe Slow- 
evaporating. hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves 


NO CARBON-TETRACHLORIDE 


69¢ at all stationers 
and typewriter dealers 











NOW TODAY’S SECRETARY MAGAZINE can 
become an attractive permanent part of your 
business or home library. 

These famous Jesse Jones files, especially designed for 
TODAY’S SECRETARY, keep your copies orderly, read- 
ily accessible for future reference. Guard against sviling, 
tearing, wear, or misplacement of copies. Will keep 2 
years’ copies in perfect condition. No irritating wires to 
handle; allows any copy to be removed. 

These durable files come in a rich blue and gray Kivar 
cover that looks and feels like leather and with 16-carat 
gold lettering. 

Only $2.50 each, 3 for $7.00, 6 for $13.00, postpaid. 
Add $1.00 postage for orders outside U.S. Satisfaction 
unconditionally guaranteed or your money back. 





Jesse Jones Box Corporation, Dept. TS 
P. O. Box 5120 
Philadelphia 41, Pennsylvania 


Please send me, postpaid.,.............. TODAY'S SECRETARY 
FSG. 1 OREISS.....cccsorsccoscoscee = Bill Me [) | 














COSTUME-CONSCIOUS 


(Continued from page 21) 





“Those sketches.” she says, “are the closest I come to 
my original ambition.” 

In her high school days, Sally thought she might be- 
come an artist. But she changed her mind “when | 
discovered that I wasn’t a very good artist.” She took a 
postgraduate secretarial course and landed a job in the 
securities department of a bank. 

Soon after, she left the bank to work for Costume- 
Lore. then a new firm, which had a lot to offer a crea- 
tive-minded secretary. She stayed two years, then went 
to Florida State University where she majored in 
anthropology and American studies. 

With two years of college behind her. she decided to 
return to New York and Costume-Lore. It didn’t prove 
difficult. “I’m related to the owners.” Sally laughs; then 
adds more soberly. “Actually they wouldn't have hired 
or rehired me if I hadn’t measured up to their standards. 
To get a raise. | have to submit an application to Dara 
and. if she approves. she takes it to the directors of the 
corporation. Though Dara’s a wonderful boss, she ex- 
pects a great deal from me, and she’s a terrible stickler 
for promptness. ” 

A few years ago. Sally was fired because she was late 
once too often. But she refused to be dismissed. “I'll 
work for nothing.” she told Dara. 

And work free she did. But after arriving at work on 
the dot of nine for three straight weeks. she found her- 
self back on the payroll. 


“I guess it’s. strange for a secretary to refuse to be 


fired. but it’s a good way to show you're sorry and will- 


ing to change a bad habit. And, then again, Dara is 
my mother.” 

When Sally first started work at Costume-Lore. both 
she and Dara thought it would be a good idea not to 
mention their relationship to buyers. “We were afraid 
it would be bad for business,” Sally explains, “but it 
was just the opposite. When we finally told them, they 
loved the idea of a mother-and-daughter team. The cor- 
poration directors were in favor of it from the begin- 
ning. They thought I'd do a better job because I was in 
the family. They were probably right: I do love the 
business and, of course, I never try to use my family 
connection to get special treatment.” 

Since Dara, a widow, and Sally live together in a resi- 
dence hotel near the office, it’s sometimes hard to forget 
business after hours. But they have a double rule: busi- 
ness only during working hours and anything-but-busi- 
ness after working hours. 

Last year, at the dance recital of the United Nations 
International School, Sally sat in the audience in the 
Trusteeship Council Chamber. The performers were 
children of UN delegates and staff members. All about 
her, in many of the foreign languages she understands, 
Sally heard comments on the beauty of the costumes. 
And, business or no business, her daughterly pride got 
the best of her. Turning first to the left, then to the 
right, Sally announced, “My mother designed them.” 
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ill- 
; d P ive — in Carbon Paper ? 
an rogressive In \arbon Fraper: 
oth 
to You know the usual story about carbon papers— good “‘write,”’ clean 
aid copies, good manifolding, long wear. These are qualities which 
it : , , 
should, of course, be present in all better-grade carbon papers, just as 
ey , ig Ter? 
they are present and taken for granted in Kee Lox Grip-N-Pull. But 
or- 
n Grip-N-Pull goes on where ordinary better-grade carbons stop. 
™ Yes, Grip-N-Pull goes on to give you automatic alignment*— no 
he more stacking or jogging your carbon and copy paper. And it goes on 
ily to give you automatic rotation* which means uniform copies and 
longer wear. And it goes on to give you that wonderful feature, auto- 
‘S1- matic warning of last typing lines, the bugaboo of many even long 
zel experienced operators. 
ap Advantages like these make Grip-N-Pull different, and differentina = | 
IS1- ‘ , KEE LOX MANUFACTURING COMPANY 
way that makes it easier and pleasanter to use—hence progressive too | Dept. TS10, Rochester 1, New York | 
° ‘ ‘ | 
yns | Without obligation, please send salesman to demonstrate Kee | 
” There’s a Kee Lox branch salesman, or a Kee Lox dealer salesman near | Lox Grip-N-Pull Carbon Paper. | 
you who'll be glad to demonstrate Grip-N-Pull. Just fill out the coupon, : ; 
Pre - n ,* : 
; attach to your firm’s letterhead and mail, We'll do the rest. l Name a 
yu 
ds. | Company | 
| | 
_ | Street | 
xot E 10Xq MANUFACTURING COMPANY | 
the Carbon Papers and Inked Ribbons : City State 
, OVER 50 YEARS OF GOOD IMPRESSIONS a See eT OT 7 
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IT’S EFFICIENCY 
WITH THE 
MODERN LOOK! 





eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 





Time-savers on the desk top...and with the 
modern look you want! Everybody approves 
when you select desk top equipment designed 
by the Bert M. Morris Co. They're matched in 
color, style, and utility! 

Include this modern desk top equipment in 
your office planning. Available from the Bert 
M. Morris Co. is a 1957 Catalog to help you 
plan wisely. Write for it! 


ESSENTIALS IN EVERY OFFICE 
MORRIS SAFE-T-SET 


Beauty with efficiency—large ink supply can’t 
leak, won't spill, is easy to fill. 

MORRIS MEMO HOLDERS 

Holds standard memo paper. Available with 
ball point pen attached. 

MORRIS PHONE REST 

Frees both hands. Fits all phones—either 
shoulder. 

MORRIS TRAYS—LETTER & LEGAL 

Easy access with rear suspension. Stacks to any 
height. 

MORRISHARP ELECTRIC 

PENCIL SHARPENER 

Fast, self-starting. Cutting stops when desired 
point is obtained—choice of medium, fine, 
extra-fine. 

MORRIS ASH TRAY 

HE-MAN size... Perfect for sales meetings... 


removable glass liner... matches newest style 
in steel office furniture. 


BERT M. ORRIS CO. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd., 


Montreal, Quebec 








GOVERNOR’S GIRL FRIDAY 


(Continued from page 17) 





she must scan and sign all documents brought in for 
the governor's signature. Toward the end of a session. 
when the legislature is passing numerous bills every 
day. this can be conducive to eyestrain and writer's 
cramp, but “we manage to get through them somehow.” 
Sadie is also the liaison between the governor's office 
and home, must be ready to help out on social fune- 
tions. And, in between, she keeps track of an extremely 
busy. always-on-the-go boss. 

Governor Knight may hop off for distant parts at a 
moments notice. He receives from 25 to 35 invitations 
a day. tries to accept as many as possible. sometimes 
manages & or 9 during the course of one day. “Then 
hell bounce in the next morning, full of pep. ready to 
be photographed with a delegation of visiting firemen. 
speak at a luncheon. make all kinds of important de- 
cisions. All this 


wonderingly. 


after three hours sleep.” Sadie says 

But that’s a part of politics. and Sadie. for one. finds 
politics fascinating. Never too interested in the subject 
until she became secretary to then Lieutenant-Governor 
Knight. she quickly adapted herself to the hectic pace. 
soon became so involved that at election time. she de- 
voted her outside-the-oflfice hours to working on the 
campaign. (Editor’s note: State employees are not al- 
lowed to electioneer during working hours. ) 

One of her most exciting moments was attending the 
Republican convention in San Francisco. She looked 
after the governor's 
tickets. ete. 


friends—-got them reservations. 
helped man the office. attended the big 
ball Governor Knight gave for the delegates. and ar- 
rived home after a week “completely exhausted.” The 
governor, she notes. was as fresh as ever. 

Not only do you need an abundance of energy to stay 
in the political arena, Sadie has discovered, but you 
must be conscious—always—that you are in the public 
eye. “This can affect what you say. what you do—even 
how you dress. You have to be at your best. doing your 
best at all times. And. of course, if you're an_ ollice 
holder. like Governor Knight. you have to be doubly 
careful.” 

When the governor took over his present job, for 
example. he decided to forego sending Christmas cards. 
This was in direct contrast to his Christmas, birthday. 
and anniversary sending in previous years, but he de- 
cided that it 


someone off his list could cause hurt feelings. However, 


would be wiser—inadvertently leaving 
with the gregarious governor. such a situation couldn't 
1957—10.000 


cards. Sadie’s job: to compile a list of personal friends; 


last forever. On order for Christmas. 


her hope: “I won't have to address them all myself.” 
Some people, Sadie has also discovered, have mis- 
conceptions about state employees. “When they hear 
that you work in the governor s office.” she comments. 
“they immediately assume that you get all kinds of 
presents. Well, this isn't so—in California, anyway. 
The governor has a strict rule, faithfully followed by 
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his staff and by himself: no presents from anyone who 
‘; doing business or contemplating doing business with 
the state. No mink coats or Cadillacs for this secretary!” 

Presents or not, Sadie enjoys her job tremendously. 
“I'm still amazed at my actually working for the gover- 
nor. she says. “When I first started as a secretary, | 
really never thought I'd get this far. Of course.” she 
concludes laughingly, “Governor Knight and | did at- 
tend the same high school. although not at the same 
time. Maybe it was fate.” 

We'd call it ability and hard work rather than fate. 
After passing a state civil service exam. our heroine 
worked for the Personnel Board and the Highway Com- 
mission, did so well in both jobs that when Lieutenant- 
Governor Knight was looking for a new secretary, she 
was recommended. Her boss was obviously pleased with 
his choice for when he became governor. he took Sadie 
to Sacramento with him. 

And. in Sacramento, Sadie has continued her “doing 
my best” routine. She arrives at work “about nine-ish 

those blackbirds can slow you down; whizzes 
through a jam-packed day; never leaves the office before 
six. since “skull practice can go on ad infinitum. If the 
governor comes into the oflice on Saturday or Sunday. 
so do I. It’s a busy schedule, almost a twenty-four-hour- 
a-day job.” 

All this means that Sadie gets to spend very little 
time in the apartment across the park. “I have to con- 
fine my entertaining and gadding about to weekends 
after 1 get the cleaning. laundry, and marketing done. 
Times have certainly changed—at home everything was 
done for me. But now that Ive gotten used to living 


on my own. | wouldn't have it any other way—house- 


hold tasks included.” 

“Of course.” she adds. “on my vacation | usually go 
home to Los Angeles for two or three weeks of family 
talk and being waited on. But I’m always glad to get 
back to Sacramento, the apartment. and the job.” 

Her interest in her work pays off-——often in big ways. 
This vear. for instance. Sadie won the exciting Secretary 
of the Year contest sponsored by the Underwood Cor- 
poration. Why? Because she scored high on the ques- 
tionnaire and, more important. because Governor Knight 
wrote a most enthusiastic and convincing letter on why 
his secretary should win. Sadie’s rewards: a week in 
New York. with parties, interviews, television appear- 
ances. To take home: a new Underwood typewriter, the 
2 millionth produced by the company. 

What lies ahead for Sadie Perlin? “In the political 
world you never know. and even if you did, you wouldn't 
tell. Whatever comes up though should be interesting 
if it involves the governor.” 

To the world at large. Governor Knight is a man to 
be reckoned with—for his personality, his position. his 
influence. To Sadie Perlin. he’s also the man who calls 
her Mrs. Magillicuddy. the man who may do an im- 
promptu tap dance out of sheer good spirits, the man 
who treats everyone like a friend. the man who 
“well.” says Sadie. he’s the man who’s my boss . . . and 
I like working for him.” 
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DO YOU USE THESE 
NEW WORKBOOKS 
IN YOUR CLASSROOM? 











WORKBOOK FOR GREGG SHORTHAND SIM- 
PLIFIED, INCLUDING FUNCTIONAL METHOD, 
SECOND EDITION 


Correlated lesson by lesson with the basic 
manuals, the workbook features the new Evolu- 
tion Drills that develop ability to construct 
new outlines. In the Evolution Drills. the stu- 
dent is given in shorthand the first word in 
each drill. Using this outline as a guide, he then 
“evolves” the shorthand outlines for the re- 
mainder of the words in the drill. The work- 
hook also contains Spelling Drills, Punctuation 
Drills, Word Study Drills, and “Context” Drills. 
{lso Available: Key to Workbook, Student's 


Transeript, Teacher's Handbook. 


TRANSCRIPTION WORKBOOK FOR GREGG 
DICTATION SIMPLIFIED, SECOND EDITION 


\n entirely new type of workbook designed to 
provide practical application of all transerip- 
tion pointers. The drills are based on the prae- 
tice material in the text. The student who has 
prepared the lesson in the text can complete 
the workbook lesson in a matter of minutes. 
ilso Available: Key to Workbook, Stadent’s 


Transeript, Teachers Handbook. 


WORKBOOK FOR GREGG TRANSCRIPTION 
SIMPLIFIED, SECOND EDITION 


The workbook contains 16 different types of 
drills. each designed lo help the student be- 
come an intelligent. rapid, and accurate tran- 
seriber. Students are prepared to handle almost 
any transeription problem upon completion of 
the workbook. Also Available: Key to Work- 
hook, Student’s Transcript, Teacher's Hand- 


book, 


Write your nearest Gregg office 


GREGG 


PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 


New York 36: 330 West 42nd St. 
Chicago 30: 4655 Chase Ave. 


Son Francisco 4: 68 Post St. 
Dallas 2: 501 Elm St. 
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Webster 
for Quality 
Carbon Paper 


* Exclusive Scale Edge prevents running 
over. This uncoated numbered edge makes 
carbon handling easier and cleaner too! 


w fo | [a | [od Jo [a [a |e fm [a [a |e |e |y lo |e ip | 
keebeBEBRBR la IN I@ W IO I= IN Ih 


W 
a 


* Stays flat in extreme temperatures. Each 
sheet smooth and flat for uniform han- 
dling. 


* Weights and finishes to fit your individual 
typing requirements. ' 


At stationers everywhere 


moke it clear... you want 


WEBSTER DURAMETRIC 


MULTI KOPY 


CARBON PAPERS 
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Free Sample. Fill out the coupon and staple to 
your company letterhead. 
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F. S. WEBSTER CO. 
17 Amherst Street, Cambridge, Massachusetts 


—_ 
— 


} 


Gentlemen: Please send me a sample of Webster’s 
Durametric Carbon Paper. 
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Six super-special conveniences mean 
mine is a Globe-Wernicke Streamliner—the 
most advanced metal desk this side of 
heaven. And heaven it is to work with these 
blessed features: 


1. SEC-TRAY...exclusive new stationery supply 
tray fits snugly under typewriter platform, pulls 
out to permit instant access to stationery...no 
twisting or turning, everything's at my fingertips! 
2. ADJUSTABLE BASES... make desk height just right 


for me! It’s so restful to work at a custom-suited desk! 


3. VISIBLE RECORD ARM SLIDE... holds up to 50-5"x8" 
cards...keeps complete record system always handy, yet 
slides out of sight when not in use. 

4. VERTI-SWING... hanging folders suspend directly 
from the file drawer’s sides...tabs “stand out” to make 
filing and finding lightning quick...folders cannot slump! 


5. SILENT OPERATION ...nylon drawer glides and desk 
soundproofing make my work so quiet...the boss looks up 
once in awhile to see if I’m still there! 


plus. «» ARC-SWING 

...streamlined typewriter plat- 
form mechanism lets me ease my 
typewriter into position while seated. 
To lower typewriter after working 
hours, | just gently press bar on 
platform...and, presto, the machine 
descends into desk for the right! No gymnastics needed. 





Wouldn't you like to have a desk with these heaven-sent 
conveniences? Remind the boss they really pay for them- 
selves in increased efficiency. A Globe-Wernicke brochure 
will tell him all about Streamliner. Why not send for it, and 
give him the facts. Dept. A- I 10. 
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Now Heyer offers 
Push-button Duplicating 


.oat little more than the 
price of some 
hand-operated 
machines 







MODEL 76 


We Wark 7 


CONQUEROR 


SPIRIT DUPLICATOR 


s2995° 
Plus Tax 


Every office duplicating job can be done 
much more easily on the new Model 76 
Mark II Conqueror automatic electric du- 
plicator. It delivers 110 clear, crisp copies 
per minute in 1 to 5 colors .. . af a frac- 
tion of a cent per copy. Its constant speed 
produces better and more uniform copies; 
it frees the operator so that the copies 
can be observed; and most important... 
there’s no effort on the operator's part, 
for this new Conqueror runs without watch- 
ing, and even turns off automatically. The 
Model 76 Mark II offers all this, plus new 
engineering improvements . . 
that can’t be matched! 

NEW ENGINEERING FEATURES: 
Lurch-free Feed Drive Mechanism 
Positive High Precision Clutches 
Nylon Gears that need no oiling 
Handy 11” and 14” Cylinder Stop 
Smooth-operating Motor Drive 
Fully automatic Start-and-Stop 


. at a price 








Fh emen e en ree meee ewenswaney 
| The HEYER Corporation 10-57 | 
| 1864 S. Kostner Ave., Chicago 23, Ill. l 
| [] Send additional Mark II information. | 
| © Please arrange demonstration. 
NAME ] 
| COMPANY | 
NG i ciceninasierinpnltin | 
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BULLETIN-BORED? 


(Continued from page 27) 





a bulletin board that no one reads?” 

On this particular secretary's board, 
the notices appear on white paper one 
week. Yellow, pale blue, and pale green 
paper are used for succeeding weeks. She 
may use one color ink or typewriter rib- 
bon for a whole month—or change the 
ink and ribbon to contrast with the color 
of the paper she uses. Sometimes, the no- 
tices are handwritten or printed, to lend 
variety to the board. 

No matter how pretty the notices look, 
only the persistent reader will acquaint 
himself with the contents of a notice that 
is over a page long. Some secretaries are 
smart enough to realize that people stand 
up while they read bulletin boards, so 
they make the notices as brief as possible. 

Another secretary admits that she times 
each article before she posts it. “If the 
whole board can be read in two to four 
minutes, the item stays on. If not, [| 
change the wording so that the entire 
board can be read within the shortest pos- 
sible time.” 


For A LIVELY, attractive bulletin board, 
one secretary follows this rule: never 
post more than five notices at one time. 
She uses the rest of the space for atten- 
tion-getters—photographs of the bowling 
team, cartoons, colorful illustrations cut 
from magazines. “Anything goes,” she 
says, “if it's colorful, amusing, and will 
make my fellow workers read and smile.” 
There is no uniformity in the size and 
color of the paper or print used in the no- 
tices she posts. Some are mimeographed; 
others, typed or printed. This difference 
is the touch that attracts attention. 
Perhaps you are in the same position 
as one young secretary on her first job, 
who complained that she was required to 
post carbon copies only. “And, very often, 
they were blurred carbons,” she pointed 
out. “The originals were held for the file 
because the date of posting and date of 
removal had to be typed on them.” She 
soon discovered that interest in the board 
perked up when she posted the originals. 
Each item was tacked down at all four 
corners and removed at the end of five 
days. They remained in good enough con- 
dition for filing. Any bulletin that had to 
stay up longer than that was rewritten, 


CONSIDER THE PLIGHT of another secretary, 
who worked for a firm where office policy 
demanded that all notices be signed The 
Management. Yet, when she tried to trace 
the origin of a memo, no one remembered 
who had written it. It took a little per- 


suasion on her part to get this policy 
changed. Now, the executive who posts a 
bulletin signs his name to it. “Everyone 
agrees the board is much friendlier be- 
cause it’s a little more personal,” she says. 
Now, too, newspaper clippings get the 
O.K. of a specific individual. Clippings 
are pasted on a larger sheet so that the 
information is not obscured by a thumb- 
tack, 


THERE IS NO SPECIAL PLACE for a bulletin 
board. A good spot is the corner of a 
Another, the center of a 
Don’t, however, duplicate the story of the 


room. wall. 
following young lady: when they painted 
her office, she moved the board from the 
lunchroom to the outside office—in an 
unused corner near the window. She was 
very careful, too, about tacking down all 
four corners of her notices. And nothing 
happened through all of one spring and 
summer. But in the fall, the notices began 
to tear away from their tacks and flap 
in the breeze. As though this weren't 
enough, one notice blew away without be- 
ing detected. It was only after much trou- 
ble that she was able to obtain the car- 
bon, which clearly stated, “please read 
but do not post.” 


MayBE YOU DON’T THINK you're the pos- 
sessive type, but the people you work with 
may think so when you get too possessive 
about the bulletin board. It really belongs 
to all of you—even though you're in 
charge. So don't fuss too much about 
trivialities. If someone wants to put up 
a glove that was found in the elevator, 
why object? Just make sure it has a 
Found notice attached to it, so that your 
board remains neat-looking. And don't 
feel that the board is yours to use for ad- 
vertising your pet charity project—or mer- 
chandise you're selling on the side. Re- 
member—these involve transactions that 
consume time for which your employer is 
paying. If the board isn’t openly available 
to the other employees in your firm for 
this purpose, it obviously isn’t open to 
you either. 

It is no credit to a secretary, nor any 
indication of how busy she is, to have her 
bulletin board littered with layers of no- 
tices. This kind of board speaks for itself 
—you re too bored to care! 

Pretend this is your first day on the job. 
Look at your bulletin board! Is it droopy 
and overloaded? Unpleasing or thread- 
bare? Are notices dangling from a tack? 
Try some of the tips given here at your 
next opportunity. 

With a little imagination and resource- 
fulness, bulletin board can 


your have 


“eye appeal” when it spreads the word! 
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to a desk! 


speeds efficiency—ups morale 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 


now in decorative green, blue, sand-tone, and 
gray colors 


e sharpen pencils at desk—fast—no 
more sharpener searches 


@ saves much more in time and effici- 

ency than actual cost in brief period 

e a low-cost quality item that helps 

desk workers feel more important 

Send for free comprehensive report on sharp- 
eners, Booklet Y. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 
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$U-550 
Theory album (Gregg); 
correlated with first 
54 Simplified lessons. 
Album case & 9 records 
Nonbreakable—45_r.p.m. 
Shorthand folders 
Complete album—only 
$8.50 net, plus 35¢ 
postage. 
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$U-560 
60WPM—11OWPM 
Album case & 5 
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z soe ramen ll 3  Nonbreakable—45 
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4 Shorthand folders 
° 5 Complete album—only 
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= = , postage. 
$U-570 


11OWPM— 160WPM 
Album case & 5 


lead Tieton for records 
ApVANcRD Send oltre Nonbreakable—45 
—_— r.p.m. 


Shorthand folders 
Complete album—only 
$5.75 net, plus 35¢ 
postage. 
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Shorthand folders 
Complete album—only 
$5.75 net, plus 35¢ 
postage. 


aec eres $U-580 

1 160—210WPM 

2 Album case & 5 
records 

3 Nonbreakable—45 
r.p.m. 

4 

5 


ALLIED PUBLISHERS, INC. 


4832 N. LINCOLN AVENUE 


Chicago 25, Illinois 
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attention line should be included. Thus. 
the letter would be addressed to the 
R. E. Fair Company. Attention: Mr. 
Fair: and the salutation would be Gen- 
tlemen. 


Q. Should the word to or at be used in the 
following sentence: Report to (at) the em- 
ploy ment offic e. 


A. To primarily expresses motion to- 
ward, or reaching: at indicates presence 
in or near. Therefore, in your sentence, 
either preposition could be used: how- 
ever, if you mean that someone is to go 
to the employment office to report, then 
to is more accurate. 


Q. What is the proper amount of space to 
leave at the bottom of the page for manu- 


script footnotes? 


A. The usual procedure is to place a 
very light pencil mark—light enough to 
y—about 2 inches from 
the bottom of the page at the right-hand 
side. You need a minimum of 1 inch bot- 
tom margin space: you usually need three 
lines for a footnote (one blank line and 


be erased easily 


two typed ones). Thus, a mark 2 inches 
from the bottom of the page will cue you 
in time to stop typing and insert two foot- 
notes. If your manuscript is heavily laden 
with footnotes, you might make another 
mark or two, each | inch higher. 


). Among my secretarial duties is greeting 
callers. Frequently, a caller will hand me a 
card showing his firm name, telephone num- 
ber, and other pertinent information. After 
I have announced him by name over the in- 
teroffice telephone, would it be better for me 
to keep the card for future reference e or 
should I return the card to the caller so 
that he may give it to the person he is calling 


on? 


A. We would suggest that you keep 
the caller's card: most callers have sev- 
eral cards with them. If it should be 
necessary for the caller to present the 
card to another person and he has only 
one card with him, he will undoubtedly 
ask you to return it. 





We invite you to send us any 
questions that you have pertain- 
ing to Business English, Type- 
writing, Business Law, Secretarial 
Practice, Business Arithmetic, 
Filing, Shorthand, or Bookkeep- 
ing. Your questions will be 
answered by our experts in a per- 
sonal letter and also in this col- 
umn. In the column, only ques- 
tions and answers will be used— 
no names will be mentioned. 





Merriam- 
Webster 
is the 
Webster 


or 





you! 


When you think of a desk-size 
“Webster” dictionary, you probably 
mean Webster’s New Collegiate, 
the handy-size Merriam-Webster 
published by G. & C. Merriam Co, 


@ Only Webster’s New Collegiate, 
by Merriam, is based on the un- 
abridged Webster’s New Interna- 
tional Dictionary, Second Edition 
—relied on as “the Supreme Au- 
thority” throughout the English- 
speaking world. 


@ Only Webster's New Collegiate, 
by Merriam, is produced by a com- 
pany specializing entirely in dic- 
tionaries — for over 100 years. 

@ Only Webster’s New Collegiate, 
by Merriam, is kept up to date by 
a large permanent staff of experts 
in dictionary making. 


@ And Webster’s New Collegiate, 
by Merriam, is required or recom- 
mended by nearly all colleges and 
universities. 

















Only $5 
Thumb-indexed $6. 
At department, book 
or stationery stores. 


G. & C. MERRIAM CO., SPRINGFIELD 2, MASS. 
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COLORED SIGNAL CHANNELS ARE) 
POSITIVE REMINDERS 
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NEED THIS BUSINESS SAFEGUARD— 


to follow up “‘time due” records such as purchase orders, 
collections, insurance, contracts, quotations, production 
schedules, etc. Green signal channel for the months — orange 


signals for the day. SEE YOUR STATIONER 
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C oho-SUPER-KOTE CARBON PAPER 


with the 


CODO 
CHROME 


treatment 


and 


Ore 


exclusive 


CARBON GRIPPER 


Nothing else equals this com- 
bination for superior impres- 
sions—and it is available only 


a ’ 
Jai from Codo. 







CODO MANUFACTURING CORPORATION | 

TRY LEETSDALE, PENNSYLVANIA 
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your letter- | City — 
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free samples | 
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a Re Good news for many 


~ over 55 common. skin 
P  —_ irritants have been 
screened out of Almay 
a. cosmetics. Seen here are 
—__ 


. three items from the 
line: velvet-toned Soft- 
seer Lustre, 


a liquid make- 
up that comes in five 
flattering skin shades 
and is priced at $1.50: 
Soft-Lite, 
seven tints, sells for $1.50: Stay-Tru, Almay's long- lasting lipstick, 


a combination pressed powder and foundation available in 


comes in nine fashion shades and retails for $1.25. All prices plus tax. 
Almay cosmetics may be obtained at leading pat and department 


stores. 


If the 
pose a dry skin problem 


winter months 


for you, you will be in- 
terested in the newest 
addition to the Pond’s 
line—a lanolized taleum 
powder. Subtly scented 
with a light, delicate 
fragrance, the talcum 
protects you from chaf- 


cts 


ing by absorbing those rere 
small areas of excess 


moisture that are so 





often missed by the 
towel. The skin responds 
by feeling elegantly satin. Note to budget-minded career girls: the 
talcum is surprisingly inexpensive. A 3°:-ounce container is only 
twenty-nine cents plus tax. A 6'/2-ounce container may be purchased 
for forty-three cents plus tax. 


look— 


oe a make-up foundation 


For a lovely 
with its own built-in 
beauty treatment—Du- 
Barry's Royal Velvet. 


Royal This new 
: ” 














complexion 











beautifier imparts a 
Velvet fresh, dewy lustre to the 
hatter skin and at the same 
et 


time treats it to the 
magical properties of 
Royal Jelly of the Queen 
Bee. Lines and dry patches are smoothed away to help restore a 
fresher, younger look. Aithough Royal Velvet feels light on the skin, 
the coverage it gives is so complete that shadows and tiny imperfec- 
tions disappear. Available in six shades. Priced at $3.50 plus tax. 


Se tS 


ME BOF Fc 


Adorn a new hair 
spray developed by the 
Toni Company—works 
invisibly without dull- 
ing or flaking the hair. 
It also holds hairdos in 
place without the stiff- 
ness of most hair sprays. 
Adorn is used different- 
ly, too. First, brush out 
your hair as you usually 
do: spray Adorn gen- 
erously over it and comb 
it into the style you 
want. Your hair will stay 
in place for hours. To refresh a mussed-up hairstyle without respray- 
ing, simply run a damp comb through the hair, and those waves will 
bounce right back into place. Adorn has a very light, pleasing fra- 
grance. It is priced at $1.50 plus tax. 
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CHRISTMAS CARDS 
AND GIFTS 


(Continued from page 19) 





One advantage of this kind of gift is 


that you can send your list, with the 
cards to be enclosed, to the publisher or 


they ll take 


And, of course, a subscription to 


bookstore, and over from 
there. 
any of the consumer or business maga- 
zines can be a continuing reminder of 
your boss’ thoughtfulness. 

The tantalizing variety of baskets and 
boxes in all price ranges offered by food 
specialty shops (also conveniently cata- 
logued) offers another good possibility. 
And Christmas gift certificates are de- 
lightfully easy to send and receive. If 
you happen to work for a company that 
sells “soft small 


makes or goods or 


items, you may find it’s customary to 
give your prize product or latest model. 

Generally best to make a selec- 
tion that is not only moderately priced 
and of a general nature, but also one 
that can be handled simply and effort- 


lessly. 


IF IT IS YOUR RESPONSIBILITY to gift- 
wrap and mail the gifts, you'll find that 
better. Take 
full advantage of magazine and news- 


the earlier you begin, the 


paper shopping columns and ads, do as 
much preliminary telephoning as_possi- 
ble, and have the merchandise delivered 


to the ofhice, to save yourself endless 
window-shopping and package toting 


during lunch hours. You certainly don't 
want to be caught in last-minute crowds 
or work late those last few nights before 
Christmas, worrying about whether the 
packages will arrive in time or if it will 
be necessary to have them hand-deliv- 
ered or sent special. 

If you've never tackled this problem 
before, keep a complete list of names; 
selections: where 


addresses: gift pur- 


chased: how delivered: and, of course, 


the total expenditure. This information 
will probably be needed by the company 
And an extra carbon or two 


Gifts” fold- 


er will make next years problem that 


accountant. 

tucked away in a “Christmas 

much simpler. 
And in all this 


forget that special memento for your 


Santa-Clausing, don’t 
hoss—you may pick up some good ideas 
from his suggestions for the men on the 
office list! 








EMPLOYMENT AGENCY DIRECTORY 


Are you looking for © pew On this page, every 
iste 
agencies that can help you solve your job-hunting 
Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
Check the agencies listed here first. 


month, you'll find 


problems. 





expert guide. 


reputable employment 











SHICAGO 
CHICAG 


MIAMI 





# (— urnishin 
BIRCH eutiin ae to the A 


* High-Paying Chicago 
Market On An 








SECRETARIAL | Employer Pay Fee Basis MIAMI REPRESENTATIVES 
PLACEMENT 59 E. Madison * Suite 1417 Russell Kelly Office Service 
\ Sees \ CEntral 6-5670 J Temporary Office Work, Week, Month or more. 





APGAR AGENCY 


Main Office: 207 Langford Bidg., Miami 
NW Branch: 3641 NW 17th Ave., Miami 
SW Branch: 220 Miracle Mile, Coral Gables 
‘‘Our Seventeenth Year of Dependable Service’’ 











NEW ORLEANS 





Jobs 100 Per Cent Free At 


HELPMATE 


Permanent & Temporary 
Days, weeks, months & longer 
Up to $2.25 per hour 
8 So. Michigan Ave. 
Chicago 3, Illinois 


FRanklin 
2-6875 








Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 


New Orleans 12, Louisiana 
13 Years Same Management CAnal 4241 





DENVER 


SAN FRANCISCO 





SECURITY EMPLOYMENT SERVICE 


The secretary's ‘“‘Job Center!’’ Mrs. Smith was 
a secretary herself before starting this employ- 
ment agency; therefore, understands your many 
problems. Confidential interviews. Write for 
information and contract data. 


MRS. MARIE SMITH, Owner 





1312 Broadway AM 6-1968 





“A Step in the Right Direction...” 
when you visit 


AN WESTERN EMPLOYERS SERVICE 


aR) for the best in office positions 
} San Francisco's Largest 
J NO FEE AGENCY 


995 Market St. 


DOuglas 2-5486 





















If your files are a “mess” 
—papers jumbled in 
bulging, dog-eared fold- 
ers, records lost or mis- 
filed —if you're losing 
minutes and dollars, 
wearing down your 
= nerves every time you 

= \ want to file or find a let- 
-t=22 \ ter, order, invoice, Here’s 
_—— Peace! ACCO-filing will 
stop this war of nerves— 
keep all your papers 
neatly, correctly filed, 
safely bound, where you 
want them when you 
want them. 
ACCOPRESS Binders and ACCOBIND 
Folders solve your file problems—are avail- 
able in most any size, any capacity, with or 
without tabs—and at transfer time you just 
slip the contents, still bound, from Accobind 
Folders, saving the covers for year after year 
of more filing. 


Ask your stationer about Acco-binding. 


ACCO PRODUCTS 


1 Division of NATSER Corporation 


Ogdensburg, New York 


FOR A 
WAR OF 
NERVES 


In Canada: 





Save Move Beauilyul Epp 





Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


fr —-MAIL COUPON TODAY-~~4 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 





| Nome 





| city Zone State 











| 

| 

| 

| Address | 
| 

— al 





Acco Canadian Co., Ltd., Toronto i 
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and Forget 
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These are standard dicta- 
tion records that play on 
eny standard player! 78 
RP/A or 45 RPM. 


Our Wb — 











SHORTHAND RECORD COMPANY 


ANNOUNCES: 


Now, for the first time, here are shorthand records with the same speed on 
both sides, to give you more practice for a longer time at a definite speed. 
Builds your shorthand speed quicker and easier. 


. Expertly dictated to make higher shorthand speeds easier! 
You will get fast, easy, quick, gratifying results! 

So easy and enjoyable you'll be amazed! 
Resuits come faster than you realize! 

. Helps increase shorthand speed at 60, 70, 80, 90, 100, 120, or at any speed! 


. Good for everyone no matter what system they use or at what speed they now 
write shorthand! 


YOU CAN EARN MORE MONEY QO/CKLY 
BY INCREASING YOUR SHORTHAND SPEED! 


USE OF OUR SHORTHAND DICTATION RECORDS 
MUST INCREASE YOUR SHORTHAND SPEED OR YOU DON'T PAY A CENT! 


You will bless the day you write 
for these shorthand dictation rec- 
ords, the “Do It At Home In 
Your Spare Time” way to increase 
your shorthand speed. Increasing 
vour shorthand speed this quick 
and easy way will help you get 
that bigger paving job you ve been 
after—more money for clothes, va- 
cations, and all the little things 
vou can't afford now. 

All vou do is listen and _ practice 
Writing in your spare time. Elim- 
inates attending classes that are 
not convenient to your time 
schedule. Even beginners will 
quickly improve their speed with 
these records. No matter what 


speed you now write, there's a 





R.C. A. 

Portable Record Player 
Now available through the Short- 
hand Record Company a new 4- 
speed R.C.A. Portable Record 


Player to use with your shorthand 
records. Only $29.95. 











record for you. 

Leading educators and secretarial 
schools have approved this meth- 
od of home study. Youll find it 
not only a fascinating and profit- 
able way to spend your spare 
time but fun, too. 

Just check the records you want 
in the coupon below and mail it 
together with a check or money 


order. We will ship the records to 


you postpaid. If you are not de- 
lighted, if these records aren't all 
we say they are, return them in 
10 days for a full refund. 

You must enjoy increasing your 
shorthand speed, no matter how 
slow or fast you now write short- 
hand or if you write Gregg, Pit- 
man, Speedwriiing, or Stenotype. 
The records are sold on a money- 


back guarantee! 


FILL OUT AND MAIL THIS ORDER COUPON NOW! 


a a 
, SHORTHAND RECORD CO. Dept. 10 i 
, 403 MARKET STREET, NEWARK 5, NEW JERSEY i 
Send me the records checked @ $1.75 each or any 3 for $5, T enclose S.iccccccccecccccceceseeeees 
Bt must be 100 satished or my money will be refunded in full ) 
t 78 RPM 10-minute 45 RPM 15-minute 45 RPM 15-minute High Speed Dicta- J 
B diciat.on $1.75 each dictation $1.75 each — dictation with dif. tion 45 RPM 15 @ 
: 1— 40 wom +10— 60 wpm ferent dictation ma- minutes $1.75 each i 
i $3 50 won ne terial $1.75 each = 24-130 wpm 1 
i +3— 60 wpm er +17— 60 wpm +25-140 wpm §f 
i #4— 70 wpm +12— 80 wpm =-18— 70 wpm +26—150 wpm | 
] +5— 80 wom +13— 90 wpm =19— 80 wpm =27-160 wpm §j 
+ 6. +20— 90 m + 28..170 w 
| 6— 90 wpm +14—100 wpm si wp 28 O wpm i 
t +7~100 wpm = 21—100 wpm *~29—180 wpm i 
r +8110 wom = 15-110 wpm 22-110 wpm = 30-200 wpm §j 
i =9—120 wmp =16—120 wpm +23-—120 wpm Dictation of Phrases i 
and Brief Forms 
i Name 15 RPM 15 minutes ! 
I Address $1.75 each i 
i City Zone State +31— 50 wpm i 
{ I enclose $29.95, Send 4-speed R.C.A. Record Player #32— 80 wpm ft 
Lee ee ee ee se VONEY-BACK GUARANTEE. en ew enema aa d 











ENTER Esterbrook’s big Gregg Shorthand 





CONTEST ° 


WIN national fame for your school 












STUDENTS: Have 
your teacher send in this cou- 
pon for full details and entry 
blank. There’s nothing to buy 
—no obligation. 


Gsterbrook 


**Esterbrook is the only Gregg-approved pen 
with replaceable points” 











f) A f v7, 
kothand. 
No. 1555 Duracrome point 


e 8 beautiful trophy cups e Gregg-approved Esterbrook 
Fountain Pens for all winning classes e Valuable merit 
certificates e Free Esterbrook Pen for all teachers enter- 
ing 15 or more students e Judging in 4 divisions—Col- 
leges, Business Schools, Public and Parochial Schools 
and Private Schools eligible e Wonderful chance for 


young job-seekers to win recognition. 


A ccies] 





bsterbrook Pen Company, Camden 1, New Jersey 


1 WANT TO WIN NATIONAL FAME FOR MY SCHOOL. 
Please send me entry blank and rules for the Esterbrook 
Gregg Shorthand Contest, together with copies of contest ma- 
terials for my students. No cost or obligation to me, of course. 


Teacher’s name 





School 





Street Address 





City Zone State 








The number of students I plan to enter is 





Entries limited to Continental U. S. Contest closes March 1, 1958. 





